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IT MAY BE REMOVED ONLY IN THUE EVENT THAT ALL DOCUMENTS IN
THIS FOLDER ARE REVIEWED FOR DECLASSIFICATION AS INDI-~

VIDUAL ITEMS
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Thie materials in this folder have been reviewed in accordance with
the declassification review provisions of Executive Order 12065 and other -
applicable directives and procedures.

The individual items in thisz folder have been treated as component
parts of one, integrated, unified record. Separate items have not been
revieved for declassification, but only to determine the appropriate
overall classification of the integrated file and to obtain a page count.

The contents of this folder have been cntered into the DARE system

as a single item under the t.;itle:.‘ /€E SCraDED CUM P74 QLLE&Q
Ao7ices 1955— /659

In the event that individual items are removed from this folder,
for whatever reason, the current classification status of that item must
be checked through DARE, using the standard jdentifiers for searching the
particular item. If a record is not found in DARE, appropriate declassi-~
fication action must be taken and the item entered into DARE as an indi-
vidual record,
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31 December 1959

COMPTROLLER NOTICE NO, 17-59
SUBJECT : General - Training .

Specific -~ Principles and Processes of Government
Budgeting

- 1. DESCRIPTION

The in-service course in Principles and Processes of
Government Budgeting is being repeated by the Office of the
Comptroller. This course covers the basic approach to the
- principles involved in the current U. S, Government budget
system, executive-legislative relationships, and economic-
political relationships. All three major budget processes
(preparation, approval, and execution) will be explained.
Enrollment is open to those wanting a non-technical back-
ground to the budgetary function, Budgeting is a major tool
of management, and a better understanding of the budgetary
: function should help those persons engaged in program and
- support activities to improve theilr performance,

2. SCHEDULE

The schedule is 12 January to 11 February 1960, Tuesdays
and Thursdays, 1:00 P .M. to 3:00 P.M.; ten two-hour classes.
The location will be Room 2027 R&S Building.

-~ 3, APPLICATION

This indoctrination course will be limited to non-SF
career service employees. A technical version of the same
course will be anncunced later for SF career service
employees. Applications should be submitted on Form 73 in
an original and one copy for each nominee by 7 January 1960,
Forms 73 previously submitted, where the students could not
be admitted to the previous runnings, are on file and will be
given priority. Offices will be called to confirm that the
nominees are still available., Applications and questions
should be directed to the Comptroller Training Officer, Mr,
25X1A I 1039 Alcott Hall, extension 4454.

25X1A

L. W. SAUNDERS
o Comptrollex
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SECRET

4 y _
!&m‘é//f bW # 3-6a 10 November 1959

COMPTROLLER Nor;CE NO, 16-59°

SUBJECT : Gaheral - Control of Costs From Indirect
‘ Obligations

’ Specific -~ Designation of Allotment to be
! Charged With Direct Costs
‘Authorized by Requisitions for
Property, Printing Services, and
Books and Publications

REFERENCE : Financial Management Improvement Instruction

1, The purpose of this Neotice is to clariiy for allottees
the use of the cost authorization accounts which were estab-
lished for recording indirect costs as outlined 1n reference,

2, The assignment of confidential funds indicators to the
cost accounts was made solely for administrative reasons and
was in no way intended to signify the use or non-use of
confidential funds in the procurement of services or materiel
requisitioned, The cost authorization number is to be used
only to identify the cost account agalnst which the cost of
the services and/or materiel requisitioned should be recorded,
It cannot be used to charge any authorized direct costs, such
as transportation, which should he separately obligated by the
requisitioning allottee under the appropriate youchered funds
or confidential funds allotment.

3. Therefore, allottees, in addition to idantifying the
proper cost authorization account on each requisition for
property, printing services, or books and publications, shall
indicate the proper vouchered or confidential funds allotmeni
to be charged with any related direct costs authorized, ‘

25X1A

Daputy Comptroller

BECRET
Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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COMPTROLLER NOTICE NO, 15-59
SUBJECT: General ~ Training

Specific - Fifth Comptroller Conference on
Financial Management

1. The semi-annual Agency conference on financial management
05X will be conducted by the Office of the Comptroller at[EEE 25x1A
1A I o Thursday and Friday, 19 and 20 November 1959,

2, An instructive and interesting agenda has been prepared

on various concepts of financial management dealing with
procurement planning and funding, financial coding and reporting,
and other related and special subjects. BSpecial groups of
conferees will be arranged for discussion of these subjects as
they relate to the problems or procedures in their components.

3. Chiefs of major components are requested to nominate

% one senior budget and fiscal representative to participate in

e the conference. The names of those selected should be sub-
mitted to the Comptroller Training Officer, Room 1039 Alcott
Hall, extension 4454, on or before 9 November 1959, In this
connection, please use the attached form to nominate the
representative selected, to furnish the badge number of each
individual nominated and to indicate whether billeting at
the facility is desired for Thursday night, 19 November, and
the number of meals which each individual will partake of at
the Center.

4, Each confirmed nominee shall be advised of his acceptance

by the Comptroller to attend the conference and shall be furnished
with instructions relating to security and travel. Each con-
feree shall make his own arrangements for travel to and from

the site, which shall be subject to the provisions of

Comptroller Instruction No. 80, Due to the limited area avail—~
able for parking, and to hold the cost of the conference to

the absolute minimum, pooling of transportation is required.

25X1A

Fp Ry SAUNDERS
Comptroller

L
™ ATTACHMENT:
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CONFIDENTIAL
(When f£illed in)

Nomination for Comptroller Conference on 19 aﬁd 20 November 1959

Mrﬁ
"“Name Miss Agency Badge No.
Title or Office of
Position - Assignment

Circle mea.is‘ desired: Thursday - lunch dinner. Friday - breskfast lunch

- Remaining overnight Thursday: Cirele Yes MNo
25X1A

Return tol Comptroller Training Officer, 1039 Alcott prior to 9 Nov.

---4---m-----—-n-----.---np-------uu-uh—--------n----
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5 October 1959

~
BUDGET - 40
7 ; FINANCE - 41
ICAD - 9
MRD - 37
FAS - 40
TAS - 41
BF OFFICERS -~ 12

COMPTROLLER NOTICE NO, 14-59

b 'SUBJECT: General -~ Training
Specific -~ Comptroller Course on Theory of Budgetary

Techniques

1. Course Description

The Agency in-service course in Theory of Budgetary
Techniques will again be sponsored by the Office of the
Comptroller. The theories of various approaches that can be
used in determining and controlling the amount of funds and
— other resources required to conduct office programs will be
presented mainly in lectures. The content of the course is
aimed primarily at the budget officer or administrative
officer level. Prior knowledge or experience in budgetary
formulation and execution is a requisite for enrollment.  The
goal of the course is to give students general guides that
may be used in the solution of advanced problems and in the
development of component internal budgetary systems. Students
-’ may submit specific problems for seminar discussion. This
course is part of the Financial Management Improvement
Program developed by the Agency in conformance with Public
Law 863, The Office of Trainini has approved this course for

STATINTL  ¢redit under Regulation

b 2. Schedule

The schedule is from 9 November to 14 December 1959,
Mondays and Wednesdays, 1:00 P, M, to 3:00 P, M.; ten two-
hour classes., Classes will be held in Room 2202 Alcott Hall.
There will be no class on 11 November 1959,

3. Registration

Applications should be submitted by 26 October 1959 with
an original and one copy on Form 73 for each employee nominated.

T
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- Both SF and non-SF career service employees are eligible.
Forms 73 previously submitted for this course under the
former title of "Techniques in the Development of Budget
Estimates" are on file. . Prior nominees who did not attend
the course earlier will be given preference for registration
this time; the Comptroller Training Officer will telephone the
requesting officials to confirm that prior nominees are still

STATINTL availlable. Applications and questions should be directed
to Mrﬂ Room 1039 Alcott Hall, extension 4454.

E. R, SAUNDERS
Comptroller

STATINTL

CIA INTERNAL USE ONLY
Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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SECRET |
18 September 1959
_ BUDGET -~ 39
Roscer ol 47 0N ## & %o FINANCE - 40
FISCAL - 39
ICAD - 8
MRD - 36
FAS - 39
TAS - 40
COMPTROLLER NOTICE NO, 13-59
SUBJECT: General -~ Announcement of Temporary
Personnel Assignments
Specific -~ Temporary Personnel Designations
in Budget Division
1. During the temporary absence of ] 25X1A

Chief, Erxdget Division, from 11 September 1959 to about
15 December 1959, | 1= designated Acting Chief, 25X1A
Budget Division.

2. During the same period, |G is designated 25X1A

Acting Deputy Chief, Budget Division, and ||| IIGIGluumléuTD  2°¢'°

is designated Acting Chief, Ana'lysis Branch No. 1, Budget

Division,

25X1A

E. R, SAUNDERS
Comptroller
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\ FINANCE - 39

- k FISCAL -~ 38
BUDGET - 38

ICAD - T

MRD - 35

FAS - 38

TAS - 39

12-59

Distribution - All Supervisors

SUBJECT: General - Employee Suggestions

1,

rd
Specific -~ Greater Participétion in the Employees
Suggestion Ayards Program

PURPOSE

The purpose of this noticg is to encourage a greager

participation on the part of personnel of the Office of the
Comptroller in the Agency's j¥ncentive awards by requesting
that the supervisors give gryeater emphasis to employees'

2.

.

b.

submissions of worthwhile/7 ggestions.

GENERAL

All good suggestio and ideas which could improve the
Agency's operationg do not necessarily come from adminis-
trators or supervisors, The worker at the desk frequently
comes up with favgrable ideas that can mean better
operations and sometimes at less cost, '

"from workers can be of value, that such suggestions
indicate enthusiasm and interest in the job. Refusal to
even consider dn offered idea can be most discouraging to
an employee. Supervisors can encourage their employees

to submit suggestions from which the Agency might benefit
by means of the points outlined in the following paragraphs:

Supervisors shog d never fail to recognize that suggestions

(1) Stimulate thinking about the job by making employees
feel they are truly members of a highly important
team, ; Avoid any indication that things are all right
the wgy they are regardless of how well things might
appear to be running and confess from time to time
that there may be better ways to do things. Ask for
ideaj. If employees know that a supervisor wi
respeéct their thinking, they will keep trying to
deliver. Every worker should be encouraged to make
suggestions after he is reassured that the supervisor

Approved For Release 2000/04/# FCIA-RDR7805244A000100020001-4
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is gendinely interested in new ideas; the form in
which ideas are initially submitted is immateriale—~
what really counts is the idea; all ideas will be
considered promptly and impartially--not left to
wither through neglect; every idea found practicable
will be used promptly; and the author will be given
full credit for his idea before his fellow workers
and the Incentive Awards Committee,

(2) Encourage workers to think about their jebs the job
of their unit, and ways to improve them, If they
have gripes about present systems ;/or procedures, give
them a challenge to look for and /suggest a way of
improvement. Give thenm counseIJWhen necessary to
help them explore possibilitiesffor improvement and
to help them present, in writing, their ideas for
consideration, Many ideas become adopted within a
work unit, but are never presénted to the Incentive
Awards Committee for consideration of a cash award :
because the idea is never reduced to writing. Super-
visors should be on the alift for ideas which are
informally suggested, considered worthwhile, and
adopted. Some of these. gestions might qualify
for cash awards if only ;ﬁey were reduced to
writing for consideration. Presentation of these
ideas should be encourageéd even though it may be
after~the=fact and assigtance should be given in
the preparation of a statement of the suggestion for

“transmittal to the Awa ds Committee,

A number of employees of tPe Office of the Comptroller
have been rewarded by cash payments for their suggestions.
There undoubtedly are moré untapped ideas which need to
be developed by encouragement and assistance from our
supervisors. For the sake of improving operations of

our Office, as well as for the possible cash awards
available to the suggesters, I urge sach supervisor to
re-examine his own operations and give his employees a
challenge to constantly come forward with new ideas and
improve procedures.,

H
/

25X1A

' Comptroller

~2_
SECRET
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28 August 1959

- BUDGET - 36
- . FINANCE - 37

Reveern e iy, 08 #é-60 FISCAL - 36

/ MED - 33

ICAD -5

FAS - 36

TAS - 37

BF OFFICERS - 11

COMPTROLLER NOTICE NO. 11-59
SUBJECT: General - Training

hd Specific ~ Comptroller Course on Cost Principles

1. Course Description

The Agency in-service course on Cost Principles will again
be sponsored by the Office of the Comptroller. The course is
designed to instruct in the use of cost principles for the
management of resources, for determining the costs of activ-
ities, and for future cost-based budgets, The different but
related factors of cost finding, cost consciousness, and cost
accounting will be considered. The use of techniques of

L statistics, accounting, and auditing for cost purposes will
' also be reviewed, Students may submit specific problems
for seminar discussion, This course is part of the Financial
Management Improvement Program developed by CIA in conformance
with Public Law 863, The Office of Training has approved
this course for credit under CIA _Reg-ulationi 25X1A

2, BSchedule

Teh, two-hour classes will be conducted from 20 October
to 20 November 1959 on Tuesdays and Fridays from 10:00 A, M,
to 12:00 noon in room 2241 R & S Building,

_____ 3. Registration

., This course will be limited to members of the SF

Career Service, The course scheduled for March 1960 will

be limited to non-SF employees., Applications should be
submitted by 8 October 1959, on Form 73 in an original and

one copy for each nominee., Forms 73 previously submitted for
this course under the former title of "Fundamentals of Cost
Accounting” are on file, Nominees who did not attend the course
earlier will be given priority for registration this time,

The Comptroller Training Officer will telephone the requesting

"
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. officials to confirm that prior nominees are still available.
Applications and questions should be directed to Mr. Donald
25X1A B Room 1039 Alcott Hall, extension 4454,

25X1A

Acting Comptroller

-
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o BUDGET - 34
hadd o FINANCE - 35
o e FISCAL - 34

R racercled ﬁ7 T LG MRD - 32

ICAD - 3

FAS - 34

TAS - 35

| BF OFFICERS - 10
COMPTROLLER NOTICE NO, 10-59

SUBJECT: General -~ Training

- Specific - Comptroller Course on Principles and
Processes of Government Budgeting

1. DESCRIPTION

The in-service course in Principles and Processes of
Government Budgeting is being repeated by the Office of the
Comptroller. This is a basic presentation of the principles
involved in the current U.S. Government budget system,
executive-legislative relationships, and economic-political
relationships. All three major budget processes (preparation,
approval, and execution) will be explained. Enrollment is

- open to those needing an academic background to the budgetary
function. Budgeting is a major tool of management, and a
better understanding of the budgetary function should help
those individuals engaged in program and support activities
to improve their performance. Budgeting is also a major
responsibility of the Office of the Comptroller and the SF
Career Service. All SF employees should have an understanding
of this subject.

‘2.  SCHEDULE

The schedule is 8 September to 9 October, Tuesdays and
Fridays, 10:00 A, M. to 12:00 noon, ten two-hour classes.,
e Classes will be held in Room 2104 Alcott Hall.

3. APPLICATION

This technical version of the course will be limited to
SF employees. A non-technical version of the same course
will be announced later for employees not in the SF Career
Service. Applications should be submitted on Form 73 in an
original and one copy for each nominee by 21 August 1959,
Forms 73 previously submitted, where the students could not be

Approved For Release 2000/846I 41& %-F%7§-%2%4%0%1£0020001-4
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admitted to the prior sessions, are on file and will

be given priority. Offices will be called to confirm
that the nominees are still available. Applications and
questions should be directed to the Comptroller Training
Officer, | 1039 Alcott Hall, extension 4454.

E. R. SAUNDERS
Comptroller

Approved For Release 2000/04/14 éC&-ﬁDE7§-082%4;%?0$1 (}00&0%01 -4
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FINANCE - 34
‘ FISCAL -~ 33
éi./’(; Q? BUDGET - 33
3 ~ ICAD — 9
MRD - 31
FAS - 33
TAS - 34
COMPTROLLER NOTICE NO. 9-59 _ ‘
SUBJECT : Genéfal - Allotment Accounting Procedures

Specific - Unliquidated Obligations Applicable to {
Lapsed Appropriations (FY 1957 and :
Prior Years) .

REFERENCE: a. Public Law 798, 84th Congréss - v
b. Comptroller Instruction No. 45, 12 June 1957

l, 1In order to comply with the provisions of references, each
Confidential Funds allottee is required to prepare and furnish

to the Comptroller as of each 30 June a consolidated schedule of
all firm unliquidated obligations relating to lapsed appropriations,

2. In preparing this schedule as of 30 June 1959, it is suggested
that the following action be taken: '

submitted for FY 1956 and prior years and determine those
still considered valid. (The Finance Division will furnish
you with a list of lapsed appropriation expenditures
recorded during FY 1959 prior to 15 August 1959.)

b. Request field installations to submit listings by FY of all
unliquidated obligations applicable to FY 1957 and prior years
reflected on the records of or known to the field installa-
tion as of 30 June 1959, ’

c. Review headquarters' FY 1957 obligations records to determine
the valid unliquidated obligations.

3. When the foregoing has been completed, prepare a consolidated
schedule by FY indicating Payee, Description, Allotment Account
Number and Amount, '

4. The schedule should be prepared and submitted so as to reach
the Finance Division no later than 31 August 1959,

25X1A

‘ eputy Comptroller
Approved For Release 2b00/04l‘g1 'ECIé-I%D%ﬂil-,05244A000100020001-4
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28 July 1959
BUDGET - 32
FINANCE 33
FISCAL - 32
MRD - 30
FAS 32
TAS 33
COMPTROLLER NOTICE No. 8-=59 ICAD 1

SUBJECT: General - Reorganization of the Office of the
Comptroller

Specific - Rstablishment of the Industrial Contract
Audit Division

- .
1. Effective 1 July 1959 the Industrial Contract Audit

Division has been designated as a division of the Office of

the Comptroller in lieu of a branch of the Finance Division.

25X1A
2. Mr. has been designated Chief and
25X1A Mr. as Deputy Chief of the Division.

S— 3. The Division will be responsible for:

a. Performing the regular contract audits and
examinations of contracts with commercial
suppliers of the Agency, and rendering reports
thereon relative to the negotiation and
settlement of procurement contracts; and

b. Undertaking spot studies, reviews, examinations
and investigations in special problem areas
as and when directed by the Comptroller.

25X1A

E. R. BAUKNDERS
Comptroller

S

SECRET
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COMPTROLLER NOTICE NO, 7-59
SUBJECT: General - Travel and Transportation by USAF

Specific - Fund Citation and Customer Identi-
fipation Codes for Fiscal Year 1960

1. The USAF has issued fund citations and customer identi-
fication codes for use in connection with travel and trans-
portation undertaken for the Agency dprihg fiscal year 1960,
2. The information and instructions contained in this Notice
are furnished to interested Agency components for use at
headquarters. v

3. The categories and description of each fund citation, with
allotment serial, and customer identification code are set
forth hereunder:

aﬂ

25X1A

¢. MOVEMENT OF AGENCY CARGO ON COMMERCIAL CARRIERS BY
GOVERNMENT BILLS OF LADING

Apprhved cortiiglease 20001086k K3 ARLRP TRAR44AR0 0002000 ¢
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TIMANCE . - 38
FISCAL - 37
BUDGET - 37
ICAD - 6
MRD - 34
FAS - 37
TAS - 38

COMPTROLLER NOTICE NO., 6-59, Amendment No., 1

SUBJECT : General =~ Allotment and Cost Center System

Specific - Financial Code Syrbols for Fiscal
Year 1960

REFERENCE: Comptroller Instruction No., 60, Revised,
Subject: Allotment and Cost Center System -
FY 1960
1. Paragraph 3 of Comptroller Notice 6=59, dated 1 July
1959, is revised to read as follows:
"The Financial Code Symbols for Fiscal Year 1960
are composed of 12 digits as described in the
explanation of the codes. Citation of cost center
symbols on documents relating to obligations,
expenditures, property issues and other costs; or
on other documents and/or transactions, shall
include all 12 digits. In cases where the cost
center symbol as listed in the Chart of Financial
Code Symbols is composed of only 8 digits,; the 8

digit number shall be followed by four zeros."

25X1A

Acting Comptroller

SECRET
Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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BUDGET . 30
FINANCE .. 31
FISCAL . 30

MED - 29
FAS - 30
TAS - 31
1 July 1959

COMPTROLLER NOTICE NO. 6~59
SUBJECT: General - Allotment and Cost Center System

Specific - Financial Code Symbols for Fiscal Year
1960

REFERENCE: Comptroller Instruction No. 60, Revised, Subject:
Allotment and Cost Center System - FY 1960

4
¥

1. Attached is the Chart of Financial Code Symbols for Fiscal
Year 1960. The complete document lists the allotment and
cost center symbols, and an explanation of the code.

2. The document is assembled in sections. Distribution of
the material to users is on a need-to-know basis in accordance
with the Agency Security Regulations, Accordingly, each
office receives that part of the financial code symbols which
is applicable to its own work requirements.

3. The Financial Code Symbols for Fiscal Yeax 1960 are com-—
posed of 12 digits as described in the explanation of the

codes. Citations of cost center symbols, when coding obliga~
tions, cost or other documents and/or transactions, should
include all 12 digits}gxcept in instances in which citation) §?
of a cost center symbol would include only zeroes for the i &J@
third 4-digit group; in such cases citation may be -limited

to the first 8 digits subject to the understanding that all
digits shown refer to the first digits of a code symbol Vs
reading from left to right) ’

4. The reference prescribes the allotment and cost center
system. In brief, a single allotment each for vouchered and
confidential funds will be made to the office level immedi-
ately below the Deputy Director level. Exceptions to single
-office allotments are provided for in cases where special
allotment controls are necessary.

5. Additions, deletions or corrections in aliotwment and
cost center symbols will be made by the Budget Division.
Each office will need to note on its copies of the Chart

S—E~C-R~E-T
Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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of Financial Code Symbols any authorized revisions. The
Budget Division will furnish the Finance and Fiscal Divisions
by weekly memorandum a l1ist of any code revisions. Periodi-
cally the complete document will be brought up to date and
new page inserts distributed.

6. Any questions or requests for revised or new code
symbols shall be referred to the Budget Division.

E. R. SAUNDERS
Comptroller

ATTACHMENT:
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COVMPTROLLER NOTICE NO, 5-59
SUBJECT: General - Confidential Funds Obligations

Bpecific - Date for Clesing Finance Division Books
as at 30 June 1959

1. PURPOSE

Since obligations recorded in the Agency's accounts as at
30 June 1959 must be utilized for subsequent budget presenta-
ticons and discussions, it is desired that special measures be
undertaken to establish firm obligations as at that date for
Fiscal Years 1957, 1958 and 1959,

2. PROCEDURES

a, In order to allow maximum time for reporting and recording
obligations incurred prior to 30 June, the Finance Division
has been instructed to hold its records open for the record-
ing of obligations through 10 July 1959. Accordingly, for
the purpose of the 30 June 1959 closing, the time for sub-
mittal of confidential funds summary obligation reports is
extended through 10 July 1959,

b, Appropriate action should be taken by affected offices and
divisions to obtain complete and accurate figures with re-
spect 1o obligations incurred at field stations prior to
30 June for inclusion in the Summary Obligation Reports
submitted to the Finance Division.

25X1A

Deputy Comptroller

8~E-C~-R-E=T
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COMPTROLLER NOTICE NO. 3-59
SUBJECT: . General - Training

Specific - Comptroller Course on Cost Principles

1. COURSE DESCRIPTION

The Agency in-service course on Cost Principles will again
be sponsored by the Office of the Comptroller. This orientation
course is designed to instruct students in the use of cost
principles for the management of resources, for determining
the costs of activities, and for future cost-based budgets.

The different but related factors of cost finding, cost

consciousness, and cost accounting will be considered. The

use of technigues of statistics, accounting, and auditing for

cost purposes will also be reviewed. Students may submit

specific problems for seminar discussion. This course is part

of the Financial Management Improvement Program developed by

CIA in conformance with Public Law 863. The Office of Trainin

has approved this course for credit under CIA Regulationd.STATlNTL

2. SCHEDULE

The course will be scheduled from 7 April to 8 May 1959,
Tuesdays and Fridays, 1:00 P, M. to 3:00 P, M., ten classes.
Classes will be held in Room 2241, R & S Building.

3. REGISTRATION

This non-technical version of the course will be limited
to employees who are NOT members of the SF Career Service.
The next running scheduled for November 1950 will be limited
to SF employees. Applications should be submitted by 1 April
1959, on Form 73 in an original and one copy for each nominee.
Forms 73 previously submitted for this course under the former

CIA INTERNAL USE ONLY
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CIA INTERNAL USE ONLY

title of "Fundamentals of Cost Accounting" are on file.

Nominees who did not attend the course earlier will be given
priority for registration this time. The Comptroller Training
Officer will telephone the requesting officials to confirm

that prior nominees are still available. Applications and

questions should be directed to Mr.| B Room 1039 STATINTL
Alcott Hall, extension 4454,

STATINTL

E. R. SAUNDERS
Comptroller

/.
e

CIA INTERNAL USE ONLY
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COMPTROLLER NOTICE NO. 2-59
SUBJECT: General - Training

Specific - Comptroller Course on Theory of
Budgetary Techniques ‘

1. Coufse Description

The Agency in-service course in Theory of Budgetary
Techniques. will again be sponsored by the Office of the
Comptroller. The theories of various approaches that can
be used in determining and controlling the amount of funds
and other resources required to conduct office programs will
be presented mainly in lectures. The content of the course
is aimed primarily at the budget officer or administrative
officer level. Prior knowledge or experience in budgetary
formulation and execution is a requisite for enrollment.
The goal of the course is to give students general guides
that may be used in the solution of advanced problems and
in th.: development of component internal budgetary systems.

23 March 1959

26
26
27
25
26
27

t

Students may submit specific problems for seminar discussion.

This course is part of the Financial Management Improvement
Program developed by the Agency in conformance with Public
Law 863. The Office of Trainin%pproved this course
for credit under Regulation No, .

2. Schedule

The schedule is from 3 April to 5 May 1959,'Tuesdays
and Fridays, 1:00 P. M. to 3:00 P, M.; ten two-hour classes.
Classes will be held in Room 2103, Alcott Hall. -

3., Registration

Applications should be submitted by 27 March 1959, on
Form 73 in an original and one copy for each nominee.

CIA INTERNAL USE ONLY
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Both SF and non-SF career service employees are eligible,
Forms 73 previously submitted for this course under the
former title of "Techniques in the Development of Budget

Estimates," are on file. Nominees who did not attend the

course earlier will be given priority for registration
this time. The Comptroller Training Officer will tele-
phone the requesting officials to confirm that prior
nominees are still availamtions and questions
should be directed to Mr. , Room 1039 Alcott
Hall, extension 4454,

#%. R, SAUNDERS
Comptroller

CIA INTERNAL USE ONLY
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COMPTROLLER NOTICE NO. 1-59
FOR DISTRIBUTION TO: All Employees of the Office of the
Comptroller
SUBJECT General: Incentive and Language Program
Specific: Cash Awards during 1958
REFERENCE; a. Comptroller Netice 3-55 dated 2 March 1955
b. _Language Development Program 25X1A
1. During the calendar year 1958, employees of this Office
participating in the Agency Incentive Awards Program have
offered a number of suggestions for improving techniques and
methods to achieve increased efficiency and savings to the
Agency.
2. Cash awards received by personnel of this Office under the
Incentive Awards Program during 1958 were as follows:
$102.50
25.00 25X1A
15.00
15.00

In addition to the foregoing cash awards, many other employees
received letters of commendation for suggestions which did not
merit a cash award.

3. The Incentive Awards Program of the Agency merits the serious
consideration of every employee. I again urge each individual in
this Office to be alert and submit any ideas or suggestions which

will improve operating methods and result in more economical
operation. Your suggestions should be submitted in duplicate to
the Incentive Awards Committee in the following general form:

a. A brief but complete statement of the situation or
procedure,

b. A complete description of the suggested change, with any

explanatory exhibits which may be helpful in evaluating

the suggestion. :

C-O=N~F=1=D-E~N-T-I~A~L
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N c. A statement of the anticipated savings, indicating
briefly how the savings have been computed.

4.  Another lucrative reservoir for enhancing the earnings of
employees is available in the Agency's Language Development
Program, fully outlined in reference b. During the past cal-
endar year cash awards vere made to the following:

French $100.00

Russian 100.00

German 50 .00

. : Russian 100.00
e Italian 100.00 2oN1A

Spanish 100.00

German 50.00

French 100.00

_ Portuguese 100.00

A "4 Polish 200.00

Arabic 50.00

5., The Director desires every employee to take advantage of the
language development program. Knowledge of languages is a
favorable factor when considering promotions in the Career Service.
The requirements of the Language Development Program outlined in

‘ reference b, are within the capability of most Agency employees. °

s’ The awards offered are generous, and have been so arranged to ‘
induce employees to avail themselves of language training. Enroll-
ment - in Agency sponsored Training courses is not required in '
order to qualify for awards. Individuals whose families are of
ﬁoreign nationalities, or those who have had courses in foreign
/languages are usually well qualified to achieve awards in

hifaasuage development.

' 8 Each individual in the Office of the Comptroller is urged to
renew his interest in the Incentive Awards Program and serinusly
consider enrollment in the Language Development Program. T would

1ike to see employees of this Office well represented among those
receiving future awards. .

£ j
25X1A
£. R. SAUNDERS
Comptreller
CONFIDENTIAL
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COMPTROLLER NOTICE NO. 15-58

SUBJECT: General - Training
Specific -~ Principles and Processes of Government
Budgeting ‘

1. DESCRIPTION

The in-service course in Principles and Processes of
Government Budgeting is being repeated by the Office of the
Comptroller., This course covers the basic approach to the
principles involved in the current U.S. Government budget
system, executive-~legislative relationships, and econonmic-
political relationships. All three major budget processes
{preparation, approval, and execution) will be explained.
Enrollment is open to those wanting a non-technical back-
ground to the budgetary function., Budgeting is a major tool
of management, and a better understanding of the budgetary
function should help those persons engaged in program and
support activities to improve their performance.

4. SCHEDULE

The schedule is 3 February to 6 March 1959, Tuesdays
and Fridays, 10:00 A.M, to 12:00 Noon; ten two-hour classes.
The location will be Room 2202 Alcott Hall,

3. APPLICATION

This indoctrination course will be limited to non-SF
career service employees. A technical version of the same
course will be announced later for SF career service employees.
Applications should be submitted on Form 73 in an original
and one copy for each nominee by 23 January 1959. Forms 73
previously submitted, where the students could not be admitted
to the previous runnings, are on file and will be given
priority. Offices will be called to confirm that the nominees
are still available. Applications and questions should be
directed to the Comptroller Training Officer, Mr.
1039 Alcott Hall, extension 4454.

25X1A

25X1A
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COMPTROLLER NOTICE NO. 1k-58
SUBJECT: Appointments to Key Positlons
25X1A
1. Effective 3 November 195_ was appointed Assistant
] Comptroller.
o ™ 25X1A

2. Effective 1 January 195 s 2vrointed Chief, 1
25X1A Fiscal Division, vice_ retived; and|| |GGGz 25X1A

appointed Deputy Chief; Technical Accounting Staff, vice_ 25X1A

-’ 25X1A
E. R. SAUNDERS
Comptroller
-

CoQeNoFeleD=E<N-T-l=A=L
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' COMPTROLLER NOTICE NO. 13-58

SUBJECT: General - Training

Specific - Comptroller Course on Cost Principles

1. Course Descrigzion

The Agency in-service course on Cost Principles will again be sponsored
by the Office of the Comptroller. The course is designed to inmstruct in the
use of cost principles for the management of resources, for determining the
costs of activities, and for future cost-based budgets. The different but
related factors of cost finding, cost comsciousness, and cost accounting will
be considered. The use of techniques of statistics, accounting, and auditing
for cost purposes will also be revieved. Students may submit specific prob-.
lems for seminar discussion. This course is part of the Financial Management
Improvement, Program developed by CIA in conformance with Public Law 863. The
Office of Training has approved this course for credit under CIA Regulation

2. ©Schedule

The schedule is from 6 January to 6 February 1959, Tuesdays and Fridays,
10:00 A,M. to 12:00 noon, ten two-hour classes. The Headquarters room as-
signment will be announced later.

3. Registration

This running of the course will be limited to members of the SF Career
Service. The next running scheduled for April 1959 will be limited to non-
SF employees. Applications should be submitted by 23 December 1958, on Form
T3 in an original and one copy for each nominee. Forms 73 previously sub-
mitted for this course under the former title of "Fundamentals of Cost
Accounting" are on file. Nominees who did not attend the course earlier will
be given pricrity for registration this time. The Comptroller Training
Officer will telephone the requesting officisls to confirm that prior nomi- :
nees are still available. Applications and questions should be directed to
Mr N Roon 1039 Alcott Hall, {_extension hhslh,

25X1A

Acting Comptroller

Approved For Release 2000/04/1d0NEIBHRMPAE-05244A000100020001-4
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COMPTROLLER NOTICE NO. }X-5%

SUBJECT: General -~ Training

Specific - Comptroller Course on Theory of Budgetary
Techniques

1. Course Description

The Agency in-service course in Theory of Budgetary
Techniques will again be sponsored by the Office of the
Comptroller. The theories of various approaches that can
be used in determining and controlling the amount of funds
and other resources required to conduct office programs
will be presented primarily in lectures. The content is
aimed primarily at the budget officer or administrative
officer level. Prior knowledge or experience in budgetary
formulation and execution is a requisite for enrollment.

The goal of the course is to give students general guides
- that may be used in the solution of advanced problems and

in the development of component internal budgetary systems,
Students may submit specific problems for seminar discussion.
This course is part of the Financial Management Improvement
Program developed by CIA in conformance with Public Law 863.
The Office of Training has approved this course for credit
under CIA Regulationi

2. Schedule
The schedule is from 14 November to 12 December 1958,
Tuesdays and Fridays, 10:00 A.M. to 12:00 noon, eight two-

hour classes, (no class on Friday, 28 November). The
Headguarters room assignment will be announced later.

CONFIDENTIAL
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3. Registration

Applications should be submitted by 31 October 1958,
on Form 73 in an original and one copy for each nominee,
Forms 73 previously submitted for this course under the

former title of “"Techniques in the Development of Budget

Estimates," are on file. Nominees who did not attend

the course earlier will be given priority for registration
this time. The Comptroller Training Officer will telephone
the requesting officials to confirm that prior nominees are
still available., Applica and questions should’ be
directed to Mr.MSRoom 1039 Alcott Hall, extension
4454,

25X1A

E. R. SAUNDERS
Comptroller

CONFIDENTIAL
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COMPTROLLER NOTICE NO. 11-58

SUBJECT: General - Training
Specific - Comptroller Course on Budgeting

1. The in-service course in Principles and Processes
of Government Budgeting is being repeated by the Office of
the Comptroller. This is a basic approach to the principles
involved in the current U.S. Government budget system,
executive-legislative relationships, and economic-political
relationships. All three major budget processes, prepara-
tion, approval, and execution, will be explained. Enroll-
ment is open to those needing an academic background to the
budget function. Budgeting is a major tool of management,
and a better understanding of the budget function should
help those persons engaged in program and support activities
to improve their performance.

2. 'The schedule is 7 October to 30 October 1958,
Tuesdays and Thursdays, 1:00 P.M. to 3:00 P.M,, eight two-
hour classes, Room 2103 Alcott Hall.

3. Applications should be submitted on Form 73 in
an original and one copy for each nominee by 30 September
1958. Forms 73 previously submitted, where the students
could not be admitted to the previous runnings, are on
file and will be given priority. Offices will be called
to confirm that the nominees are still available., Appli-
cations and questions should be directed to the Comptroller
Training Officer, 1039 Alcott Hall, extension 25X1A
4454,

25X1A

Acting Comptroller

CONFIDENTIAL
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COMPTROLLER NOTICE NO, 10-58

SUBJECT: General -~ Allotments

Specific - Simplified Allotment System for ‘the
Eastern Europe and Southeastern
Divisions, - DD/P

" REFERENCES: (a) Comptroller Instruction No. 60, Subject:

1.

Allotment and Cost Center System

(b) Comptroller Instruction No, 61, Subject:
Field Accounting, Reporting, and Summary
Obligation Reports,

GENERAL

The referenced instructions outline revisions in the allot-

ment account structure, requests for allotments, and reporting
procedures. A further revision in the allotment system has
been approved for use by the EE and SE Divisions on an ex-
perimental basis, effective 1 July 1958, This revision has
been approved for the purpose of providing information to
assist in determining whether or not satisfactory fund control
can be maintained by financing each operating unit by a single
allotment and to assist in determining if such a procedure
should be implemented on an Agency-wide basis under the Fi=-
nancial Management Improvement Program., This system provides
for (1) a simplified report on the distribution of allocation,
and (2) one allotment each for vouchered and confidential

funds. The provisions of the reference (a) instruction not

in conflict with this Notice are still applicable to EE and
SE Divisions. ,

2.

Q.

DISTRIBUTION OF ALLOCATION

Upon receipt of the initial Advice of Allocationy Form
No. 1047, requests for allotments shall be subnitted
to the Budget Division on Form No., 1048, Request for
Disbribution of Allocation in an original and one copy.
This form shall show in the space provided the total
amount of the allocation and a distribution of the

Approved For Release 2000/04314E-CIARRIRN8-05244A000100020001-4
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3.

aa

b,

4.

S=E=C=R=E=T

allocation by vouchered funds and confidential funds.

"Each fund shall reflect the total cash requirements

distributed by quarters, the preoperty authorization
amount and the transportation authorization amount.

A separate line entry identified as "Undistributed
Allocation"” shall be made for funds held in reserve

for later distribution, Grand totals shall be shown for
each money column, ‘

Advices of Allocation which revise the amount of the
allocation will require the submission of revised
Distributions of Allocation as outlined above.

'ALLOTMENT SYSTEM

An Advice of Allotments, Form No. 716, for vouchered
funds and ceonfidential funds, will be issued on.an
annual basis to the EE and SE DPivisions, listing in

the advice the cash allotment distributed by quarters.
The amounts shown in the quarterly distribution .can-~

not be exceeded but revisions in the quarterly distri-
bution or total amounts between funds may be requested
on Form No,., 234, Request for Amended Allotment, Property
Authorizations, and/or Transportation Authorization,

Single field allotments shall be issued quartérly by

"the EE and SE Divisions to each Chief of Station or

Base as his authority to expend and obligate funds
for projects and activities under his jurisdiction.

Bach field alletment shall be supported by a schedule

showing the amount approved for each activity or project
and the amount of approval availahle for obligation in
the field for the current fiscal year.

REPORTS

The records to be maintained and the reporting require-

ments for both Headquarters and the field are outlined in
the reference (b) instruction,

E. R, SAUNDERS
Comptroller

S=E~C=R~E~T
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COMPTROLLER NOTICE NO. 9-58, Revised

g

SUBJECT: General - Federal Employees Salary Increase Act

, of 1958
Specific - Lump-Sum Retroactive Payments to Certain
Employees
1. GENERAL
a. In accordance with established policy, the Agency has

adopted the salary schedule set forth in the subject Act,
retroactive to 12 January 1958 for all personnel whose
compensation is based on general schedules of the Classifi-
cation Act of 1949 as amended.

b. In making the lump-sum retroactive payment to those
employees who were transferred from vouchered funds to
confidential funds payrolls subsequent to 12 January 1958,
the confidential nature of personal security information
must be safeguarded.

2. PURPOSE

This Notice outlires procedure to be followed by the Fiscal and
Finance Divisions in effecting payment of the lump-sum retro-
active compensation to eligible individuals whose payroll
status has changed during the retroactive period, namely:

a. Employees who have transferred from vouchered funds to
confidential funds payrolls, or vice versa,

b. Individuals in the employee of the Agency on or after
12 January 1958 who'subsequently resigned, and who on
20 June 1958 were in the service of the United States,
including the armed forces, or the government of the
District of Columbia.

C. Individuals who were employed by the United States
Government, the armed forces or the government of the
District of Columbia on or after 12 January 1958 but
who were in the employ of the Agency on 20 June 1958,

d. Employees who retired or died during the retroactive
period.

Approved For Release 2000/04/148: I RBP¥8-85244A000100020001-4



Appr,

I e

SENDER WILL CHECK CLASSIFICATION TOP AND BOTTOM
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CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

TO NAME AND ADDRESS INITIALS DATE

Coaptroller
1039 Alcott Hall

ACTION DIRECT REPLY PREPARE REPLY

APPROVAL DISPATCH RECOMMENDATION

COMMENT FILE RETURN

CONCURRENCE INFORMATION SIGNATURE

TRemarks: These memorandums to Admin. Officers were

dated and released as of 1 August 1958, although
the related Comptroller Notice No. 9-58 was dated
~and released as of 1 July 1958. The memos were
written after evidence indicated that the related
Comptroller Notice was not available to the Admin.
Officers. At the time the memos were released we
hed iaformation that all except three of the person
who transferred to the Agency subsequent to 1 Janu-
ary 1958 had claimed their retrosctive puy from
their former agescies of employment. Consequently,
the memos were released for the purpose of pro-

viding the Notice to Administrative Officers for
their use in hlndlinq_ Since these
cases pri-lrily affect DD/P, but also in some cases

S e
FOLD HERE TO RETURN TO SENDER

Chief, TAS, Office of the Comptroller

FROM: NAME, ADDRESS AND PHONE NO. DATE

e

1705 Alcott Hall, ext. 8786 20Aug. *58

Apprn
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FORM NO. Q7  Replaces Form 30-4

U. S. GOVERNMENT PRINTING OFFICE : 1855—0-342531
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to Admin. Officers ia DD/P and DD/S.
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25X1A
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3. PROCEDURE

a. The Fiscal Division shall prepare a list of employees who,
according to payroll records, transferred to confidential
funds payrolls during the retroactive period. The list
shall be submitted to the Finance Division to determine
eligibility to retroactive pay by coantinuity of employ-
ment, retirement, or death. ' _

" b. Upon establishment of the complete list of such trans-
ferees, Fiscal Division shall prepare a schedule, certify
to the correctness thereof, and submit same to the Finance
Division, showing for each employee:

(i) Name .

(2) Beginning and ending dates applicable to the retro-
active period on vouchered funds payroll.

(3) Gross compensation factors.
(4) 1Itemized deductiouns.
(5) Net compensation payable.

C. The Finance Division shall effect payment of the foregoing

' to employees on payrolls at the date of approval of the
subject Act as soon as practicable and record the pay-
ment factors in the confidential payroll records.

d. The Finance Division shall prepare a list of employees
who, according to the payroll records, transferred from
confidential funds to vouchered funds payrolls during
the retroactive period. The list shall be subnitted to
the Fiscal Division to determine those individuals who
are eligible to retroactive pay, either by continuity of
employment, retirement, or death. The list shall be certi-
fied by the Fiscal Division and returned to the Finance
Division for processing.

€. The Finance Division shall prepare salary checks in true
name for the amount of retroactive compensation accrued
on confidential funds payrolls for each employee on the
1ist compiled under paragraph d immediately above. Such
checks shall be delivered to the Fiscal Division for
presentation to employees or survivors.

-2 -
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£, Former employees who resigned from the Agency subsequent
to 12 January 1958 and on 20 June 1958 were employed by
the United States Government, the armed forces, or the
government of the District of Columbia, may request pay-
ment from the Agency for additional compensation accrued
during the retroactive period by submission of a memo-
randum through and certified by the payroll official of
the present department or establishment stating that the
claimant was in Federal employment on 20 June 1958,

g. Present employees who had other Federal employment sub-
sequent to 12 January 1958 shall contact the Payroll
Section, Fiscal Division to ascertain the procedure with
respect to claiming retroactive payment for the period
prior to EOD with the Agency. The claim for payment to
the department of former employment shall in each case
be referred by the employee to the administrative officer
of the Agency component to which currently assigned, for
submission to the Office of Security for clearance, and
to the Office of Personnel for certification of employ~
ment on the date of enactment of the subject Act. When
the employee is precluded for security reasons from
contacting the department of former employment, the
claim shall be referred to the Finance Division, and the
entire retroactive salary shall be computed and paid by
such Division, with the approval of the Comptroller,
based upon a certification by the employee stating the
period of employment with the other departments, salary
rate with dates of any changes, tax status, and that he
has not received and will not claim payment from the
former department of employment.

h, Employees who retired and survivors of employees whose
services were terminated by death during the retiroactive
period shall be paid increased compensation from 12 January
1958 to the date of retirement or demise, Claims for
such payment are not required.

i. The retroactive payment to each employee shall be charged
to the 1958 fiscal year vouchered or confidential funds
allotment to which the salary of the employee was most
recently charged by the payrolling office during the
retroactive period.

25X1A

Deputy Comptroller

-3 -
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24 June 1958

: | BUDGET - 17

- 18
FISCAL. - 17
TAS - 18
FAS - 17

COMPTROLLER NOTICE NO. 9-58

SUBJECT: General -~ Federal Employees Salary Increase Act

of 1958 . ,
Specific ~ Lump-Sum Retroactive Payments to Certain
Employees L '
1.  GENERAL
a, In accordance with established policy, the Agency has

adopted the salary schedule set forth in the subject Act,
retroactive to 12 January 1958 for all personnel whose
compensation is based on general schedules of the Classifi-
cation Act of 1949 as amended. '

b. In making the lump-sum retroactive payment to those
employees who were transferred from vouchered funds to
‘confidential funds payrolls subsequent to 12 January 1958,
the confidential nature of personal security information
mist be safeguarded. ' .

2. PURPOSE

This Notice outlines procedure to be followed by the Fiscal and
Finance Divisions in effecting payment of the lump-sum retro-
active compensation to eligible individuals whose payroll
status has changed during the retroactive period, namely:

a. aEmployees who have transferred from vouchered funds to
confidential funds payrolls, or vice versa.

b. Employees who resigned from the Agency and continued in
other Federal employment without a break in service.

c, Empioyees who transferred from other Federal employment
to the Agency without a break in service,

d. Employees who retired or died during the retroactive
period.

SECRET
Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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3. PROCEDURE

a. The Fiscal Division shall prepare a list of employees who,
according to payroll records, transferred to confidential
funds payrolls during the retroactive period. The list
shall be submitted to the Finance Division to determine
eligibility to retroactive pay by continuity of employ-
ment, retirement, or death. '

" b Upon establishment of the complete list of such trans-
ferees, Fiscal Division shall prepare a schedule, certify
to the correctness thereof, and submit same to the Finance
Division, showing for each employee:

(1) Name,

(2) Beginning and ending dates applicable to the retro-
active period on vouchered funds payroll.

(3) Gross compensation factors.
(4) Itemized deductions.
(5) Net compensation payable.

C. The Finance Division shall effect payment of the foregoing
to employees on payrolls at the date of approval of the
subject Act as soon as practicable and record the pay-
ment factors in the confidential payroll records.

d. The Finance Division shall prepare a list of employees
who, according to the payroll records, transferred from
confidential funds to vouchered funds payrolls during
the retroactive period. The list shall be submitted to
the Fiscal Division to determine those individuals who
are eligible to retroactive pay, either by continuity of
employment, retirement, or death, The list shall be certi-
fied by the Fiscal Division and returned to the Finance
Division for processing.

e, The Finance Division shall prepare salary checks in true
name .for the amount of retroactive compensation accrued
on confidential funds payrolls for each employee on the
list compiled under paragraph d immediately above. Such
checks shall be delivered to the Fiscal Division for
presentation to employees or survivors.

-2 -
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Former employees who resigned from the Agency subsequent to
12 January 1958 and continued in Federal employment without
a break in service, may request payment from the Agency for
additional compensation accrued during the retroactive
period upon submission of a memorandum, -through and certified
by the payroll official of the present department or es-
tablishment, stating the last day of employment with the
Agency, the date of entrance on duty with the succeeding
department or establishment, and the fdct that such employ-
ment has continued without a break in service to the date
of enactment of the subject Act (20 June 1958).

Present employees who transferred to the Agency from other
Federal employment subsequent to 12 January 1958 without a
break in service, shall contact the Payroll Section, Fiscal
Division to ascertain the procedure with respect to claim-
ing retroactive payment for the period prior to EOD with
the Agency. The claim for payment, to the department of
former employment shall in each case be referred by the
employee to the administrative officer of the Agency .
component to which currently assigned, for submission to
the Office of Security for clearance, and to the Office of
Personnel for certification of continuous employment from
date of EOD through the date of enactment of the subject
Act. When the employee is precluded for security reasons
from contacting the department of former employment, the
claim shall be referred to the Finance Division, and the
entire retroactive salary shall be computed and paid by
such Division, with the approval of the Comptrolier,

based upon a certification by the employee stating the
period of employment with the other departments, salary
rate with dates of any changes, tax status, and that he
has not received and will not claim payment from the
former department of employment.

Employees who retired and survivors of employees whose
services were terminated by death during the retroactive
period shall be paid increased compensation from 12 January
1958 to the date of retirement or demise. Claims for such
payment are not required.

The retroactive payment to each employee shall be charged to
the 1958 fiscal year vouchered or confidential funds allot-
ment to which the salary of the employee was most recently
charged by the payrolling office during the retroactive
period.

25X1A

Deputy Comptroller

Approved For Release 2000/04/14 : CIA£[§°7§-05244A000100020001-4
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SECRET
24 June 1958
BUDGET - 17
FINANCE - 18
FISCAL - 17
TAS - 18
FAS - 17

COMPTROLLER NOTICE NO. 9-58  H: ..oy

SUBJECT: General - Federal Employees Salary Increase Act
of 1958
Specific - ILump-Sum Retroactive Payments to Certain
Employees

1. GENERAL

a. In accordance with established policy, the Agency has
- adopted the salary schedule set forth in the subject Act,
retroactive to 12 January 1958 for all personnel whose
compensation is based on general schedules of the Cla551fi-
cation Act of 1949 as amended.

b. In making the lump-sum retroactive payment to those
employees who were transferred from vouchered funds to
confidential funds payrolls subsequent to 12 January 1958,
the confidential nature of personal security information
must be safeguarded. :

2. PURPOSE

This Notice outlines procedure to be followed by the Fiscal and
Finance Divisions in effecting payment of the lump-sum retro-
active compensation to eligible individuals whose payroll
status has changed during the retroactive period, namely:

a, Employees who have transferred from vouchered funds to
conf1dentia1 funds payrolls, or vice versa. )

b. Employees who resigned from the Agency and conbénued in ‘
other Federal employment wtthou%;&—break~rn*serv1ceu sodeni v

c. Employees who transferred from other Federal employment /.

E rraeaen ay 909 the Agency.withee%*a~breakuln serv1ee¢ Do due dasd

d. Employees who retlred or dled during the retroactive
period.

SECRET ’
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PROCEDURE

The Fiscal Division shall prepare a list of employees who,
according to payroll records, transferred to confidential
funds payrolls during the retroactive period. The list
shall be submitted to the Finance Division to determine

eligibility to retroactive pay by continuity of employ-

ment, retirement, or death.

Upon establishment of the complete list of such trans-
ferees, Fiscal Division shall prepareé a schedule, certify
to the correctness thereof, and submit same to the Finance
Division, showing for each employee:

(1) Nanme.

(2) Beginning and ending dates applicable to the retro-
active period on vouchered funds payroll.

(3) Gross compensation factors.
(4) Itemized deductions.
(5) Net compensation payable.

The Finance Division shall effect payment of the foregoing
to employees on payrolls at the date of approval of the
subject Act as soon as practicable and record the pay-
ment factors in the confidential payroll records.

The Finance Division shall prepare a list of employees

who, according to the payroll records, transferred from
confidential funds to vouchered funds payrolls during

the retroactive peried. The list shall be submitted to

the Fiscal Division to determine those individuals who

are eligible to retroactive pay, either by continuity of
employment, retirement, or death. The list shall be certi-
fied by the Fiscal Division and returned to the Finance
Division for processing.

The Finance Division shall prepare salary checks in true
name for the amount of retroactive compensation accrued
on confidential funds payrolls for each employee on the
list compiled under paragraph d immediately above. Such
checks shall be delivered to the Fiscal Division for
presentation to employees or survivors.

-2 -
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Former employees who resigned from the Agency subsequent to
12 January 1958 and-continued in Federal employment without
a—break in service, may request payment from the Agency for
additional compensation accrued during the retroactive

period upon submission of a memorandum, through and certified
by the payroll official of the present department or es-
tablishment, stating the last day of employment with the
Agency, the date of entrance on duty with the succeeding
department or establishment, and the fact that such employ-

. ment has continued without a break in service to the date
"of enactment of the subject Act (20 June 1958).

e
Present employees who ¥ransferred to the Agency from other
Federal employment subsequent to 12 January 1958 without-a
‘break-in _service, shall contact the Payroll Section, Fiscal
Division to ascertain the procedure with respect to claim-
ing retroactive payment for the period prior to EOD with
the sgency. The claim for payment to the department of
former employment shall in each case be referred by the
employee to the administrative officer of the Agency
component to which currently assigned, for submission to
the Office of Security for clearance, and to the Office of
Personnel for cert;? cation of centinuous employment £rom
date of EOD through the date of enactment of the subject
Act. When the employee is precluded for security reasons
from contacting the department of former employment, the
claim shall be referred to the Finance Division, and the
entire retroactive salary shall be computed and paid by
such Division, with the approval of the Comptroller,
based upon a certification by the employee stating the
period of employment with the other departments, salary
rate with dates of any changes, tax status, and that he
has not received and will not claim payment from the
former department of enployment

Employees who retired and survivors of employees whose
services were terminated by death during the retroactive
period shall be paid increased compensation from 12 January
1958 to the date of retirement or demise. Claims for such -
payment are not required,

The retroactive payment to each employee shall be charged to
the 1958 fiscal year vouchered or confidential funds allot-
ment to which the salary of the employee was most recently
charged by the payrolling office during the retroactive
period,

25X1A

Deputy Comptroiler
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BUDGET - 16

. S—_E-C-R-E- FINANCE-- 17
ﬁ%bﬂ4c44ué&w/y Ly €ty ;EHEWECF E-T FISCAL. - 16
MRD - 15

FAS - 16

TAS - 17

COMPTROLLER_NOTICE NO, 8-58 24 June 1958

SUBJECT: General - Confidential Funds Obligations

Specific - Date for Closing Finance Division Books
as at 30 June 1958, '

?

1. PURPOSE

Since obligations recorded in the Agency's accounts as at
30 June 1958‘must be utilized for subsequent budget presenta-
tions and discussions, it is desired that special measures be
undertaken to establish firm obligations as at that date for
Fiscal Years 1956, 1957 and 1958,
v i :
2. PROCEDURES

a., In order to allow.maximum time for reporting and recording
obligations incurred prior to 30 June, the Finance Division
has been instructed to hold its records open for the record-
ing of obligations through 11 July 1958, Accordingly, for
the purpose of the 30 June 1958 closing, the time for sub-
mittal of confidential funds gummary obligation reports is
extended through 11 July 1958!

b. Appropriate action should be taken by affected offices and
Co divisions to obtain complete and accurate figures with re-
spect to obligations incurred at field stations prior to
30 June for inclusion in the Summary Obligation Reports
submitted to the Finance Division.

25X1A

Deputy Comptroller

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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, § | 12 June 1958
i BUDGET - 15
., FISCAL -~ 15
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, MRD - 14
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COMPTROLLER NOTICE NO. 7-58

SUBJECT: Comptroller Policy Planning Group

1. The success of the Financial Management Improvement Program

1s dependent, in many instances, upon the Office of the Comptroller
adopting sound policies and/or position on matters having a
financial implication.

2. In order to facilitate, coordinate, and formalize the adoption

of policies and position, there is established in the Office of
the Comptroller a Poliey Planning Group. The membership of this
group is as follows:

Deputy Comptroller, Chairman

Chief of Budget Division

Chief of Finance Division

Chief of Technical Accounting Staff
Financial Management Improvement Staff

Other members of the Comptroller Staff will be asked to attend,
depending upon the subject matter.

3. Meetings of the group will be held in the Deputy Comptroller's
Office from 1500 to 1700 every other Wednesday effective 25 June
1958 unless otherwise announced. The subject for the succeeding
meeting .will be announced at each meeting.

25X1A

E, R. SAUNDERS
Comptroller

C=0=N=F=I=D=E~N=T-I-A-L .
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BUDGET - 14
W A7 CNA 4 - 6o FISCAL - 14
FINANCE - 15
MRD - 13
FAS - 14
TAS - 15

COMPTROLLER NOTICE NO. 6-58

SUBJECT: General - Training
Specific - Conference on Cost Concepts and Appliecation

1. The Office of the Comptroller will hold an Agency-wide con-
ference for budget officers at them
on May 5 and 6, 1958. The general

will be "Cost Concepts and Applications".

2, The Chiefs of major Agency components are requested. to
nominate a senior budget officer to represent their organization
and to contribute suggestions to the cost seminars. Please
submit nominations prior to 21 April.

3. The budget conference in October 1957 was an initial con-~
ference and explored many aspects of the budget functions and
the Ofifice of the Comptroller. This conference will concentrate
on the present and proposed COST aspects of the Agency missions
and the Comptroller functions.

4, The COST theme will cover cost accounting, cost principles,
cost consciousness, the cost based budget, and other important
concepts and applications. The program will include lectures
and panel discussions. Senior members of my office will lead
most of the seminars. Each conferee is expected to take an
active part in these seminars. All conferees are requested

to submit topics for the seminars and questions for the panel
discussions before 25 April. This conference is planned as a
metual training conference to help meet the challenge facing
the Agency on the Financial Management Improvement Program.

5. The _will allow full attention to

]

25X1A

study of budget problems without the usual interruptions of head-

quarters routine. Emergency communication or return travel can
be arranged. The two-~-day conference will also give all of the
conferees the chance to become better acquainted with members

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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: of the Office of the Comptroller. Conferees will spend the
25X1A night of May 5 at_ Facilities for
meetings, meals, and billeting of men and women will be avail-
25X1A able through the cooperation of the

6. My representative is the Comptroller Training Officer.

25X1A Please forward your nominations for conferees, topics, and’
questions to Mr. 1039 Alcott Hall, extension

- 4454, as soon as possible. He will arrange briefings and seminar
materials for conferees before the conference.

e

- E. R. SAUNDERS
Comptroller

-

-2 -
- S-E-C~R~-E-T

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4



Approved For Release 2000/04/1 £ GUCRAREB95244A000100020001-4

14 March 1958
FINANCE - 14

FISCAL -~ 13

‘ “ , _ BUDGET - 13
M ﬁ.; N Z= 6 ~¢o PAS - 13
MRD - 12

TAS - 14

COMPTROLLER NOTICE NO, 5-58

SUBJECT: General - Training
Specific - Comptroller Course on Cost Principles

REFERENCE: Comptroller Neotice No. 3~58 dated 7 February 1958

1. The cost course, which was anncunced in reference notice,
will be offered again next month. The schedule will be: Mondays
and Wednesdays, 1 P.M, to 3 P.M., April 7 through April 30,

eight two-hour classes, 2103 Alcott Hall,

2. The course description follows: Cost Principles (Origi-
nally named: Fundamentals of Cost Accounting). The course

is designed to instruct in the use of cost principles for the

, management of resources, for determining the costs of operations,
and for future cost based budgets. Cost finding and cost con-
sciousness will be considered as factors for managerial decision
in addition to the factor of cost accounting. The content will
be aimed at the senior supervisor or administrative officer
level,

3. Previous requests on file will be considered on a priority
basis. New "Requests for Internal Training' should be for-
warded prior to 28 March. Form 73 for each nominee should be
submitted in an original and one copy to the Training Officer,
Office of the Comptroller, room 1039, Alcott Hall., If sev-
eral Comptroller courses are requested, the Form 73 will be
reconsidered for each running of each of the courses re-
quested. After the selection of students the employing com-
.ponent of each employee accepted will be called to confirm
that each nominee will still be available for the course.

4. This course is a part of the Financial Management Improve-
ment Program of CIA. It is sponsored by the Comptroller with

the approval of the Office of Training. Qualified and inter-

ested employees in all Agency components are eligible,

25X1A

E. R, SAUNDERS

Approved For Release 2000/04/14 : CIA-RDP78 053R4 166020001-4
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FINANCE - 13
FISCAL = ig
; . BUDGET -~

&W L;/ C A Fe - 6o PAS - 12
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COMPTROLLER NOTICE NO. 4-58

SUBJECT: General - Announcement of Assignment to

Key Position _
Specific - _ Designated as 25X1A

*Acting Chief, ¥inance Division

Mr N 12 been designated Acting Chief, 25X1A

Finance Division for the period from 3 March to 11 April
1958. Correspondence and other official documents normally
prepared for the signature of the Chief, Finance Division,
shall be prepared for the signature of the Acting Chief

during this period.

25X1A

E, R, SAUNDERS
Comptroller
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7 February 1958

BUDGET ~ 11
FISCAL = 11
FINANCE - 12

N o MRD - 10
MW 47 RV L PAS '%l
TAS - 12

BF OFFICERS~ 3

COMPTROLLER NOTICE NO. .3.58

SUBJECT: General - Training

Specific - Comptroller Courses on Budgeting and Cost
Accounting

1, The courses on budgeting and cost accounting taught by
Comptroller personnel which were first offered in the fall of
1957 are to be repeated this spring,

2. 'The course descriptions, etc. follow:

a'

History and Development of Federal Budgeting:

Rae G :

An elementary and historical approach to the current Federal
budget system, executive-legislative relationships and the
like, Special emphasis is given to the CIA budget process.
Primarily for those needing an academic, historical course
on the budget system as a guide to a better understanding
of its work processes and the paxrt it plays in the economic,
political and social structure. Mondays and Wednesdays, 95A . M,~
11 A.M,, March 3-326, Eight two-hour c¢lasses. Room 2103 4
Alcott Hall,

Techniques in the Development of Budget Nstimates:

The various approaches used in determining the resources e
required to conduct office programs will be discussed. The ‘%ﬁ?
content is aimed primarily at the budget officer or adminis-
trative officer level. It bresumes knowledge of or experience
in the formulation of budget estimates or prospective assign-
ment to such work. Tuesdays and Fridays, 9A M., - 11 AM,,

March 4-28, Eight two-hour classes. Room 2103 Alcott Hall,

Fundamentals of Cost Accounting:

While an exact place and time have not been scheduled, it is
expected to begin around 1 April on the return of the in-" %45
structor from a field trip. The course is designed to instruct
in the use of cost principles in the management of resources,
their place in determining costs of operations and as a tool

Approved For Release 2000/848=N-ciaRiip78-0652444000400020001-4
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for eventual use in the preparation and execution of cost-
based budgets.

3, It will be noted that following the re@omméndation of a
majority of the students in the first runnings, the courses have
been condensed through the use of two meetings per week,

4, bems 73 in an original and one copy should be submitted
for each nominee by February 24. Nominees for the Cost Account-

ing course may defer submitting them until a definite time and
place are announced.

5. Forms 73 previouély submitted where students could not be
admitted to the first running will be given priority, Offices
will be called to confirm that the student is still interested.

6. Because of the intensive nature of the courses no student
will be allowed to take more than one. Classes will be limited

in size to promote active participation in discussion by all
students.,

25X1A

E. R, SAUNDERS
Comptroller

o0 Do

' C=0-N-F-I=D=E~NeT-I-A-L
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22" Janvary 1958
BUDGET - 10
FINANCE - 11

ﬂz / 717 O W -G O FISCAL - 30

MED -G
FAL - 10
COMPTROLLER NOTICE HO. 2.58
For Circulation to: All Employees of the Off.: of the
Comptroller
SUBJECT: General - Incentive Awards Program

Specific - Employece SBupgestions

REFERENCE: Comptroller Notice No. 2-55 dated 2 Karch 1550

1. During the past calendar year, eiaployecs of ‘this Office
participating in the Agency Incentive Awards Program have
offered a number of suggestions with the view of "improv:

ing techniques and methods employed and ackicring greater
efficiency and savings to the Agency.

2. Cash awards received by personnel of thi, ©  ice during
157 were as follows:

Name Amount
$10.00
25.00

16.00
15.00

In addition to the foregoing cash awards, many other enm-
ployees received letters of commendatio:x for suggestions
which did not merit a cash award.

3. I feel strongly that the incentive awards progranm

of the Agency is one which merits the serious consideration
of every employee. I also urge each individual in this
Office to submit any ideas and suggestions relating to
changes ox improvements in operating methods or procedures
which will result in more cconomical operatiou. Suggestions
should be submitted in duplicate to the Incentive Awards
Committee in the following general form:

a. A brief but complete statement of the situation or
procedure;

b. A complete statement of the suggested change, with
exhibits attached as necessary; and

Approved For Release 2000/04/14: §1A-RRP¥£8+95244A000100020001-4
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C. A statement of the estimated savings indicating briefly
how the estimate has been determined.

4. You may be assured that all suggestions and ideas are
and will be carefully evaluated in terms of their useful-
ness and applicability. '

E. R. SAUNDERS
Comptroller
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17 January 1958

BUDGET - 13
’ . K FINANCE -
U&WZ/% ¢ N6 -Go PAS -9

TAS - 10

COMPTROLLER NOTICE NO, 1 - 58

SUBJECT: General - Allotments
Specific =~ Simplified Allotment Control Procedures
for WH Pivision

1. GENERAL
_ : ‘ * ;

The following allotment accounting and reporting procedure
has been approved for use by the WH Division on an experimental
basis effective 1 January 1958. This procedure has been approved
for the purpose of providing information to assist in determining
whether or not satisfactory control can be maintained over funds
by reduction in the number of allotments and to assist in de=~
termining if such a procedure should be implemented on an Agency=-
wide basis under the Financial Management Improvement Program.
This procedure provides for (1) simplified funding program structure,
(2) simplified allotment structure, and (3) cost control records
for FI and|jjj projects.

25X1A
2. FUNDING PROGRAMS

3. ALLOTMENTS

a, Allotment advices from the Budget Division and field allot-
ment advices from the WH Division will conform to the pattern
proposed for Funding Programs. The Single allotments for
each country for Mission II and Mission III for projects
other than those having an administrative plan and those
approved for amounts of more than $100,000 will be referred
to as "all other'" allotments. Each request for an "all other”
allotment for Mission III shall be supported by a schedule.

Approved For Release 2000/04/14 : CIA-RDSZ8-08244/4000100020001-4
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showing the individual projects covered by the request and the
total projectfapproval for each.

Stations and bases will receive allotments for Missions I, II,
and III. In Missions II and III, separate allotments shall be
made for each project requiring an administrative plan and any
other projects in excess of $100,000.

The Chief of Station shall have authority to incur obligations
for individual projects within "all other'" allotments for
Missions II and III up to the amount of the project authoriza-
tions provided the total of all project obligations does not
exceed the total Mission allotment. Under the authority con-
tained in however, the Mission I1I1
individual project authorizations may be exceeded by $1,500

- or 15%, whichever is smaller, provided the increase does not

raise the total project authorization over $100,000 and pro-
vided further that obligations against the increased project
levels do not exceed the Mission II allotment.

A project cost number will be assigned by the Budget Division
to each project approved under the '"all other" Missions II
and III allotments. '

WH DIVISION FIELD ADVICES AND RECORDS

The WH Division shall advise each station of the amount ap-

proved for each project and the amount of approval available for
obligation in the field for the current fiscal year. The stations

shall maintain an Obligation Authority Record as prescribed by
|

for each allotment. The stations shall also main-

tain a Project Control Record (copy attached) for each project
and shall record thereon the amount of the project approval
made available to the field for the fiscal year as the amount of
the obligation authority and the amount of each obligation in-
curred. The Project Control Records will be maintained in the
field and will not be forwarded tc headquarters.

25X1A

Deputy Comptroller

-2 -
SECRET
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PROJECT CONTROL RECORD

"Da e | Period of Approval Total App CurrentFy Next FY|
. e T
Description Obligated n
e
A A
N .
FY Allotment Symbol: Project Title Crypto
A L
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BUDGET - 8
FISCAL - 9
R/ N EE L FINANCE - 9
V@W /7 CNF G- o MRD _ s
PAS - 8
TAS - 9
BF OFFICERS - 2

COMPTROLLER NOTICE NO. -9-57
SUBJECT: General - Training

Specific - Comptroller Courses on Budgeting and
Cost Accounting

1. Beginning in October 1957 the Office of the Comptroller will
conduct the first two in a series of special courses on budgeting
as well as a course on the fundamentals of cost accounting. The
courses will be open to all interested Agency personnel, although
the emphasis will be on the practical application of this knowledge
to the preparation and execution of the Agency ‘budget.

2, Course descriptions and suggestions as to the persons who
would benefit from such courses follow: '

a. History and Development of Federal Budgeting -~ including the
differences related to the handling of the Agency budget.
For persons at all grade levels whose need is for an intro-
duction to budget principles in the perspective of their
historical development in the Federal Government.

b. Techniques in the Development of Budget Estimates - with
emphasis on their application to CIA., Primarily for those
who are or will be actively involved on the working level,
e.g8., GS-7 to 14,

c. Fundamentals of Cost Accounting - with particular emphasis on
the application of cost principles to the management of
resources, costs of operations, and the development of the
Agency's cost-based budget. Only prerequisite is a working
knowledge of the fundamentals of accounting.

3. While rigid prerequisites have not been established, recom-
mendation may be made in a particular case that a different course

Approved For Release 2000/04/14 : CIA-%DE?%OﬁZJéAPOM00020001-4
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be selected in view of the background of the individual. Enroll-
ment in each of the courses will be limited to 10 to 15 students
to encourage active participation in discussions.

4, A course which is not offered at this time but which may be
given later is:

a. Seminar on Current Budgetary Problems - a series of discussions
of key budget problems using current examples, e.g., the
drive for economy, the effectuation of the Hoover Commission
recommendations, etc. For top level (GS-12 - 14) Budget
Personnel and those interested in Budgeting as a management
device.

5. It is expected that each course will meet weekly for two hours
for a period of eight to ten weeks. There will be outside reading
assignments and one or more examinations.

6. Persons interested in the courses should submit an original

and one copy of Form 73 to the Training Officer, Office of the
Comptroller., It is important that these forms be particularly
explicit as to the current duties and practical experience of the
candidate and his educational background on budgeting and accounting.
Before each course begins, clearance with OTR to allow credit under

will have been completed.

E. R. SAUNDERS
Comptroller
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- 20 June 1957
BUDGET -

" ‘ - -G & FISCAL -
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8
MRD -7
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8
1

PAS -
TAS -
BF OFFICERS -
COMPTROLLER NOTICE NO. 8-57
A 4 SUBJECT: GENERAL - Training

SFECIFIC - Announcements of Special Training Courses

:‘i‘ Ii
1. CABLE AND DISPATCH REFRESHER
The second special Cable and Dispatch Refresher Course for
Comptroller personnel will be given 9 to 11 July 1957 in Room 132,
25X1A Building The course will run from 9:00 am to 5:00 pm, on
9 and 10 July, and from 9:00 am to 12:30 pm on 11 July.
- 8 There will be a major emphasis on a thorovgh grounding in
basic cable and dispatch procedures to benefit those who
Drepare cables and dispatches only infrequently, but need
e knowledge of such principles in their work.
b. Because of the silze of the classroom, not more than 25
persons can be enrolled,
_— 2. CLASS "B" FINANCE PROCEDURES

This (the third running of this course) will begin 8 July

25X1A end run through 10 July. The course is full time and under the
direction o experienced Finance

L personnel detailed to OTR.

N
8. The location of the classroom will be announced later.
b. OTR would prefer to have at least 10 people enrolled, but
25X1A will consider a minimum of 7.
¢c. The new 'Class B Accounting and Reporting Procedures,"”
ﬁ will form the basis for the training.
d. The course is not restricted to persons for whom a
definite Class "B'" slot has been selected. On the
"
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-
other hand, those whose overseas ETD is as much as six or
more months away, and whose interest will be at the working
level in a particular station, should probably defer taking
the course until their assignment is imminent to insure the
meximum carry-over of knowledge when they go to the field.

e. Some interest in the course has been expressed by operational
personnel on the Chief of Station or Base level and they are,
of course, welcome to enroll.

-
25X1A
¥. R. BSAUNDERS
. Comptroller
'’
5 .
~
! ]
-2 -
;
g SECRET
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12 June 1957
BUDGET - 5
FINANCE - 6
FISCAL - 6
P4S -5
TAS - 5
COMPTROLLER NOTICE NO. 6-57.
-
SUBJECT:  General -~ Manual of General Ledger Accounts -
Fiscal Division
Specific - Establlshment of "M" accounts as required
- by references (a) and (b)
REFERENCES: (a) GAO General Regulation No., 131-Revised
(b) Comptroller Instruction No, 45
.,;N: 1. Consistent with the provisions of references (a) and (b), a separate

decimal account designated with the suffix "M" is herewith established for
each of the following accounts:

106 - Disbursing Funds
135 = Appropriated Funds Allotted for Confidential Operations
136 - Disbursements of Appropriated Funds Chargeable to Confidential
Funds Allotments -~ DCI Certification
- 137 - Disbursements by Fiscal Chargeable to Confidential Funds Allot-
ments - No DCI Certification

138 - Disbursements of Appropriated Funds Chargeable to Confidential
Funds Allotments - Awaiting DCI Certification
152.9 = Accounts Recelivable ~ Other
7 505 = Appropriations Available for Allotment
- 510 - Unobligated Allotments
520 = Unliquidated Obligations
530 - Expended Appropriations

531 - Reimbursements to Appropriations
535 Expenditures from Overt Allotments for Property
600.1 - Current Costs

2+ The "M" accounts shall be used to control amounts recorded in the re-
spective accounts applicable to appropriations which have been unavailable
for obligation for two or more fiscal years.

SECRET
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3+ Inasmuch as the vrovision for a decimal "M" account for these accounts
does not dlter the basic definitions of the accounlts, and in view of the
fact that the several account descriptiv.: involved will be reprinted as

a result of the comprehensive review that is now being made to bring the
Fiscal manual of accounts up to date, the account descriptions are not
being reprinted at this time to include reference o the "M" account.

L, In order to provide a clear initial understanding of the operation

of the "M" accounts there is provided as attschment YA* a set of illustra-
tive Jjournal entries covering the use of the "M" accounts.

25X1A

Deputy Comptroller

ATTACHMENT : A

-0 a
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Attachment A
to Comptroller wnotice

No. 6=-5T

Journal Entries Illustrating "M" Account Transactions

Opening entries to establish in "M" accounts the total amounts of un-
liquidated obligations applicable to lapsed appropriations, based upon
memorandum advice from the Budget Division:

(a) Debit: 106.M -~ Disbursing Funds

Credit: 106._ - Disbursing Funds (lapsed yeers)
(To establish in account 106.M a balance
equal to the total amount of unliquidated
vouchered funds obligations and confiden-
tial funds obligations)

(b) Debit: 505._ = Appropriations Available for Allotment (lapsed
‘ years§
Credit: 135.M - Appropriated Funds Allotted for Confiden-

tial Operations

520.M -~ Unliquidated Obligations ]
(To establish in accounts 135.M and 520.M
the total amounts of unliquidated confie
dential funds obligations and vouchered
funds obligations, respectively, applicable
to lapsed appropriations)

Expenditures, refunds, and reimbursements applicalble to lapsed appro=-
priations will be recorded in the "™ accounts in a manner consistent
with established procedures for recording such transactions applicable
to Mactive®™ appropristions.

Annual entries to adjust "M" accounts, based upon memorandum advice
from the Budget Division, to equal total amount of unliquidated obli-
gations applicable to lapsed ‘appropriations, including unliquidated
obligations applicable to the currently lapsing year (these entries
shall be accomplished each year by 30 November as of the preceding 30
June, and shall be made concurrently with the closing of the budgetary
accounts for the currently "lapsing" appropriation):

SECRET
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SECRET
(a) Debit: 505.M ~ Appropriations Available for Allotment
Debit or Credit: 510.M - Unobligated Allotments
Debit or Credit: 520.M = Unliguidated Obligations

(To transfer to account 520.M
anounts recorded in account 505.M
and 510.M during the fiscal year.)

(b) Debit: 135.M - Appropriated Funds Allotted for Confidential
Operationgs

Credit: 136.M - Disbursements of Appropriated Funds Charge-
able to Confidential Funds Allotments -
DCI Certification

137.M -~ Disbursements by Fiscal Chargeable to Confim
dential Funds Allotments - No DCI Certifica-
tion
(To transfer to account 135.1 amounts recorded

in accounts 135,.M and 137.M during the fiscal

year in order to reduce account 135.M to an
amount equal to "M" funds available for un-

liquidated confidential funds obligations,)

NOTE: ZEntries 3(a) and 3(b) above are in effect "preadjustment"
entries; the sum of the resulting balances in accounts 135.M
and 520.M should then equal the sum of the balances in accounts
106.M and 152.9.M,

(e) Debit: 505._ - Appropriations Available for Allobment (year
of "lapsing" appropriation)

Credit: 135.M - Appropriated Funds Allotted for Confidential
Operations

520.1 - Unliquidated Obligations
(For amounts necessary to increase 135.M
and 520.M to total amounts of unliquidated
confidential funds obligations and vouchered
funds obligations, respectively, applicable
to "lapsed" appropriations.)

(d) Debit: 152.9.M - Accounts Receivable - Other

Credit: 152.9 - Accounts Receivable - Other (for year of
' lapsing appropriation)
(For amount necessary to increase 152,9,M
to total amount of receivables applicable
to "lapsed" appropriations.)

-2 -
SECRET
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(e) Debit: 106 .M - Disbursing Funds
Credit: 106._ - Disbursing Funds (for year of "lapsing"
appropriation) .
(For amount necessary to increase 106.M
to a balance which in combination with
account 152.9.M will equal the sum of ac=
counts 135.M and 520.M.)
.
-
g
-
-3 -
SECRET
-
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COMPTROLLER NOTICE NO. 5-5

SUBJECT': General - Training

Specific - Professional Employees Test Battery (PETB)
" (OTR January 1957 Catelog Page 1)

l. The completion of the Professional Employees Test Battery
is a prerequisite to admission to any of the following courses:

Intelligence Orilentation
Operations Support
- Introduction to Communism

Operations Familiarization

Operations

2., This one-day, pre-training testing program is required only
~once during a student's Agency training end, upon request, will be adminis-
tered by the Assessment and Evaluation Staff, OTR, on any Friday prior to
the beginning of the desired course. Arrangements for taking this test
may be made through the Training Officer, Office of the Comptroller, on
Extension 4454, ' '

3. Employees who have not taken the PETB but whose career plans
call for one or more of the above listed courses are urged to take this
test in ample time to ensure satisfaction of this prerequisite. It need
not be deferred until just before taking a course nor is it available only
to those taking a course.

4, In addition to its use by OTR in interpreting student achieve-
ment in these courses, the PETB furnishes the student with guldance as to
his cereer interests and aptitudes. Results of the various tests are also
avallsble to supervisors for guldance in selecting candidates for train-
ing and advencement. .

Acting Comptfoller

Approved For Release 2000/04H 4 §l4-RDB78-85214A09100020001-4
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13 March 1957

g %
_ A BUDGET - 2
e, O A2 -6 0 FINANCE - 3
Iy FISCAL - 3
MRD -3
PAS -2
TAS -3
COMPTROLLER NOTICE NO. 3-57
SUBJECT: General - Training
hd Specific - Refresher Course in Cable and Dispatch
Procedures for Cemptroller Personnel
- “l. A special refresher course in cable and dispatch procedures for

Comptroller personnel will be given on the 3rd, 4th and Sth of April 1957

25X1A _
- from9a.m. %0 12:30 pon. each day. Miss NG

of the OIR Staff will be the instructors. (lasses will be beld in Room 2202,

-‘Alcott Hall.

2. While the course is primarily for those secretarieS'and'stenogra;
phers whose need is for a refresher in such work, the admission of other
personnel may be considered by OTR if there is a Justified need.

s 3. Further information on the course may be obtained from the
Training Officer, extension 4454 or 4453, Suggestions which will help to
tailor this course to the special needs of thig Office are desired not

g later than 29 March 1957,

4. Registration will be accomplished in the normal menner through

the submission of Forms 73.

25X1A

E.R. SAUNDERS
Comptroller

LA
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25 February 1957
FINANCE -
FISCAL -~
BUDGET -~
MRD -
PAS -
TAS -

NN

COMPTROLLER NOTICE NO. 2-57

SUBJECT: General - Revision of General Ledger Accounts -
Fiscal Division

Specific - New Fiscal Division Account No. 515 -
Unobligated Appropriations Transferred
to Reserve (Vouchered Allotments) and
No. 516 - Uncbligated Appropriations
Transferred to Reserve (Confidential
Allotments)

1. General Ledger Accounts Nos. 515 and 516 are authorized
for use by the Fiscal Division in transferring the uncbligated
portion of funds (previously available for allotment) to the reserve
for contingencies.

2. Attachments "A" and "B" provide descriptions of the

new Fiscal Division accounts, and should be inserted in the
Fiscal Division's Manual of General Ledger Accounts.

25X1A

Deputy Comptroller

ATTACHMENTS: "A" and "B"
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_ ATTACHMENT "A" to

Comptroller Notice No. 2-57

515 ~ Unobligated Appropriations Transferred to Reserve (Vouchered Allot-

ments}

This debit balance (budgetary) account represents that portion

of unqbligated allotted funds returned to the reserve for contingencies
and carried forward to succeeding fiscal years. Debits to this account
represent the unobligated balance of funds which have been recorded

as an allotment to Account No. 510-"Unobligated Allotments". Account
No. 515 is used in lieu of deﬁiting Account No. 510 to indicate transfers
to the reserve of a subsequent year in order that Account No. 510 -
"Unobligated Allotments" will always control the total allotments
authorized during the period in which the appropristion is active.

A separate decimal account will be maintained for each fiscal year
appropriation. This account will be debited with the amount of
unobligated allotted appropriations transferred to the‘reserve

for contingencies in accordance with memorandum advice from the Chief,
Budget Division. This account -will be credited with the balance in the
account at the expiration of the second full fiscal year following the
fiscal year or years for which the appropriation is available for
obligation with offsetting débit to AccountnNoo 505 - ”Apprbpriations

Availlable for Allotment".

Debit this Account with: . Credit this Account With:

Amount of undbligated, allotted Amount of balance in this account

appropriations returned to reserve. at the expiration of the second
full fiscal year following the

Contra to account 500. fiscal year or years for which

the appropriation is available.
Posting Media: Register of

Journal Vouchers (SF 1017-G- . Contra to Account 505
Revised) supported by memorandum
from Chief, Budget Division. Posting Medis: Register of

Journal Vouchers supported by

n,for cancellation of
Allotments from Chief, Budget
Division.
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ATTACHMENT "B" to
Comptroller Notice No. 2«57

516 - Uncbligated Appropriations Trensferred to Reserve (Confidential Allot-
ments '

This debit balance (budgetary) account represents that portion of
unobligated allotted confidential funds transferred to the reserve for
contingencies and carried forward to succeeding fiscal years. Debits
to thils account represent the uncbligated balance of the no-year funds
which have been recorded as an allobment to account 135. Account 516
is used in lieu of debiting account 135 to indicate transfers to the
reserve of a subsequent year in order that account 135 will always
control the total allotments authorized during the period in which the
gppropriation is active. A separate decimal account will be maintained
for gach fiscal year appropriation. This account will be debited with
the amount of uncbligated allotments 6f confidential funds transferred
to the reserve for contingencies in accordance with memorandum advice
from the Chief, Budget Division. This account will be credited with
the balance in the account, at the expiration of the sécond full
fiscal year following the fiscal year or years for which the appropri-
ation is available for dbligi;ion,wﬁib.offsetting debit to account 135 -

"Appropriated Funds Allotted for Covert Operations Allotment."

Debit this account with: : Credit this account with:

Amount of uncbligated, allotted Amount of balance in this ac-

appropriations returned to reserve. count at the expiration of the
second full fiscal year following

Contra to account 500. the Pfiscal year or years for

' which the appropriation is

Posting Media: Journal Voucher (SF- available for cbligation.

1017-G-Reviged) supported by meme -

el T A B sy Contra to account 135.

Faaiug Jrom Gooied, Duogast pMvision. e .

Posting Medis: Journal Voucher
supported by memorandum fox
cancellation of allotments from
Approved For Release 2000/04/14 : CIA-RDP78-05244A0000g§@29091‘1@get Division.
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COMPTROLLER NOTICE NO. 20-56

SUBJECT: General - Manuals of General Ledger Accounts -
Finance Division and Piscal Division

Specific - Establishment of New Account No. 138
and Revision of Account No. 136.

REF ¢ Comptroller Instruction No. 32, dated December 1956

1. Consistent with the procedures provided in reference, new account |
No. 138 "Disbursements of Appropriated Funds Chargeable to Confidential
Funds Allotments"- Awaiting DCI Certification" is established for use by
both the Fiscal and Finance Divisions. The title of account No. 136 is
changed to "Disbursements of Appropriated Funde Chargesble to Confidential
Funds Allotments - DCI Certification” and the deseription is revised as
necessary consistent with the new procedure.

2. Descriptions of the new and revised accounts fer insertion in the
Manuale of General Ledger Accounts for the Fiscel Division and the Finsance

Divisions, respectively, are provided as Attechments "A", “B", "C" aad "D
to this Notice.

25X1A

Aeting Comphtroller

ATTACIMNTS?» “A" s llBﬂ R llc" and "D"

: SECRET
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ATTACEMENT “4Y +a
Comptroller Notice No. 20-56
(Insert in Fiscel Division
Manual of General Ledger
Accounts )

136 - Disbursements of Appropriated Funds Chargeable to Confidential Funds
Allotments - DCI Certification

This debit balance (reciprocal) accoumt will represent the amount of
all appropriated fund disbursements which have been covered by the cer-
tification of the Director of Central Intelligence pursuant o Section
10(b) of Public Law 110, 8ist Congress. Separate decimal accounts shall
be maintained for each fiscal year appropriation, the suffixed digit
being the last digit of the fiscal year. "No Year" funds shall be
ldentified with an "X" suffix. The account will be debited with the
amount of appropriated fund disbursements which sre covered by DOI
certification. The account will be credited with (1) amounte of
collections that are received by the Fiscal Division %o be reflected asg
Treverse e¢xpenditures of charges against confidential funds allotments
which were derived from digbursements chargzd or to be charged to this
account; and (2) with amounts collected by the Fisecal Divieion that
represent repayments of disbursements charged or %o be charged to thia
account for vhich no expenditure has been recorded. The account slso

will be debited or credited et the end of the first fiscal year the

appropriated funds are available and quarterly thereafter with ad just-
ments reported by the Finance Division (contra entry to accoupt No.

136 for the next succeeding fiscal year appropriation). The account,

SECRET
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ATTACHMENT "A" to
Comptroller Notice No. 20-56
(Con't)

also, will be credited at the time the related appropriation lapses

(after the adjustment required in the next preceding senbtence has

been accomplished) with the balance of this account {contrs to

account No. 505).

Debit this account with:

(a) Amounts of DCI wuchers
processed against the appropria-
tion to reimburse Agent Cashiers
in the Pinance Division.

Contra to sccount No. 106.

Posting Media: Register of Cash
Disbursements supported by Voucher
and Schedule of Payments (8F-1166).

{b) Amounts of disbursements of
appropristed fundg for which DCI
certification is obtained after the
disbursementes are made,

Contra to account No. 138.

P@sting Media: Journal Voucher
(SF-1017-G-Revised) supported by

DCI certification covering specifically
referenced disbursements of appropriated

furds. :

Credit this sccount withs

(a) At the end of esch fiscal
year and quarterly theresafter
with adjustments reported by
the Finance Division.

Contre to account No. 136 for
the naxt succesding Tiscal year
aporopriation.

Posting Media: Journzl Voucher
(SF=-101T7-G-Revised) supported
by memorandum from the Finance
Division.

(b} Amounts of collechtions repre-
senting the refunds that are
received by the FPilseal Division
to be reflected us reverse expen-
ditures of charges against cone
fidential funds sllotments which
charges were derived from dis-
bursements debited or to be
debited to this accound (Sxanple-

25X1A
(c) At the end of each fiscal year and

quarterly thereafter with adjustmente
reported by the Finance Division.

Contrs to account No. 136 for the next
succeading fiscal year appropriation.

Posting Media: Journal Voucher
{SF-1017-G-Revised) supported by memo-
randum from the Finance Divisieon.

-
SECRET

Contrs to eccount No. 106.

{¢) Amgunts of collections repre-
senting repayments of dleburse-
nents charged or o be charged
to this sccount for which no
expenditore has been recorded.
(Example - vouchersd funds pey-
roll withholdlag of amoants to
be spplied as repsyment of cone
fidential funds travel sdvances.

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4



Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
SECRET

ATTACHMERT "A" to
Comptroller Notice No. 20-56
(Con't)

Contra to account No. 106.

Posting Media: (For entries

(b) and (c) on preceding page)
Register of Cash Receipts
supported by Memorandum of
Collection (Form No. 1021) or

in cases whers amounts are withe
held out of a disbursement,
Register of Cash Disbursements
supported by Voucher and
Schedule of Payments (SF-1166),

Approved For Release 2000/04/14 : CIA-R_D§7_8_-05244A000100020001-4_
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ATTACHMENT "B" %o
Comptroller Notice No. £0-56
{Ingert in Fiscal Division
Manusl of General Ledger
Accounts )

138 - Disbursements of Appropriated Funde Chargeable to C@nfid@ntial Funds
Allotments - Awaiting DCI Certification

This debit balance (reciprocal) account will represent disbursements
of appropriated funds except reimbursements to Agent Cashiers in ths
Finence Division which will be accounted for on the certificate of the
Director of Central Intelligence pursuant to section 10(b) of Public
Law 110, 81st Congress. The balance of this account shall be supported
by the copies of paid SF-1166's for which DCI certifications hsve not
been obtained. Separate decimal accounts shall be meintained for esch
flscal year appropriation, the suffixed digit being the last digit of
the fiscal year. "No Year" funds shall be identified with an "X" suffix,
This account will be debited with the amount of sll disbursements which
require DCI certification, except reimbursements to Finance Division
Agent Cashiers. It will be credited with amounts for which DOT certi-

ficatlon is obtained (contra entry to account No. 136).

Debit this account with: Credlt this sccount with:

() Amounts of disbursements () With amounts in this sccount

of appropriasted furds which will for which DCT certification is

be accounted for by DCI cexrtifi- obtalned.

cation after the disbursements

are mede. Contra to account No. 136.

Contra to account No. 106, Postlng Medla: Journael Voucher
(8F-1017-G-Revieed) supported

Posting Medis: Register of Cesh by DCI certificetion covering

Disbursements supported by Finance specifically referenced dis-

Division prepared Voucher and bursements of epproprisied funds.

Schedule of Payments (SF-1166).

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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ATTACHMENT "C" 40

Comptroller Notice Wo. 20-56
{(Insert in Finance Division
Manunl of General Ledger
Accounts )

136 - Disbursements of Appropristed Funds Chargeable to Confidential Funds

Allotments - DCI Certification

This credit balance account represents the amount of all sppropriabed
fund disbursements which have been covered by the certification of the
Director of Central Intelligence pursuant to Section 10(r) of Public
Lew 110, 81lst Congress.

Separate accounts, numbersd under the decimsl system, the suffixed
digit being the last digit of the corresponsing fiscal year, are main-
tained for each fiscal year appropriastion. "No Year” funds shall he
identified with an "X" suffix.

Credit this account with the amount of #11 avvropristed fund dlsbur-
sements which are covered by DCI certification. _Debit this asccount with
amounts collected ﬁy the Fiscal Division that represent refunds to be
reflected as reverse expenditures of charges ageinst confidential Punds
allotments which were derived from disbursements credited or to ve crediteld

to this account. (Example - [

B o<bit this account with amounts collected by the Flscal Divi-
sion that represent repayments of disbursemente credited or to be credibed
to this asccount for which no expenditure has been recorded (Exemple -
vouchered payroll withholding of amounts to be spplied as repayment of

confidential funds travel advances).

SECRET
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ATTACHMENT "C" to
Couptroller Notice No. 20-56
(Con't)

Debit or credit this account at the end of the First fiscal year the

appropriated funds are available and quarterly thereafter with an amount
which will adjust the combined balances of accounts Nos. 135, 136, 137,
and 138 for the same fiscal year to a conmbined debit balance equivalent
to the sum of the balance of accounts Nos. 510 and 520 for the sume

fiscal year appropriation (contra entry will be to account No. 136 for the
next succeeding fiscal year appropriation). Deblt this account at the
time the related appropriation lapses (after the adjustment regquired in
the next preceding sentence has been accomplished) with the balance of

this account (contra to account No. 510).

-2 -

SBECRET
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ATTACHMENT "D to
Comptroller Notice No. 20-56
(Insert in Finance Division
Manual of General Ledger
Accounts)

138 - Disbursements of Appropriated Funds Chargeable to Confidential Funds
Allotments - Awaiting DCI Cexrtification

This credit balance account represents disbursements of appropristed
funds except reimbursements to Agent Cashiers which will be sccounted for
on the certificate of the Director of Central Intelligencs purgﬁant to
Section 10(b) of Public Law 110, 8lst Congress. The balance of this
account shall be supported by the copies of paid SF-1166°s for which
DCI certifications have not been obtalned.

Separate accounts numbered under the decimal system, the suffixed
digit being the last digit of the correspondling fiscal year, will be
maintained for each fiscal year appropriation. “FNo Year" funds will be
identified with an "X" suffix.

This account will be credited with disbursements which require DCI
certification except reimbursements to Finance Bivisi@ﬁ Agsnt Cashlers. ..
The account will be debited with amounts for which DCI certification

ie obtained (contrae entry ito account No. 136).

SECRET
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N’ 6 Decenber 1956
BUGES ~ 18
FISCAL - 19
PAC - 18
TS - - 19
COMPTROLLER NOTICE NO. 19-56
SUBJECT: General =~ Manual of General Iedger Accounts - Fiscal Division
Y-’ Specific - Establishment of New General Ledger Account

1. In order to provide for the interim recording of disburscnent

S’ transactions that cannot be sufficiently identified to be completely
distributed in the accounts the following account ia. provided for use
by the Fiscal Division: .

Account No. 250 = Deferred Debits - Uhdistributed Charges

2. Copies ‘of this Notice should be provided to each holder of the
Manval of General Ledger Accounts - Fiscal Division, and the attachment
-’ should be inserted in the Manuval pending issuance of revised pages.

25X1A

Acting Comptroller

Attachment:

Approved For Release 2000/04/14 : 8&%37?-&24%000100020001-4
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ATTACHMERT to

Comptroller Motice Ho. 19-50

New General Ledger Account - Fiscal Division Chart of Accounts
Account No. 250 - Deferred Debits - Undistributed Charges

This debit balance account shall represent undistributed charges
that cannot be sufficiently identified and are held in suspense pending
the determination as to appropriate disposition.

Subsidiary accounts shall be meinteined by name of payee, invoice
number, etc. as may be required in order to facilitate in the distribution
to the appropriate accounts.

Any amounts remaining in this account beyond ninety (9¢) days
shall be reported on a separate schedule attached to the monthly financial
statements with an explanation as to the reasons why each such item
cannot be distributed to the appropriate accounts.

SECRET
Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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(e / Ve S6 FISCAL - 18
MRD - 15

PAS - 17

TAS - 18
COMPTROLLER NOTICE NO. 18-56

SUBJECTs  General - Manual of General Ledger Accounts ~ Finsnce Division

Specific = (a) New General Ledger Account No. 170.9 = Stores =
Supplies and Equipment Purchesed for Cash by
Field Installation Following FPA Procedures

(b) New General Ledger Account No. 175.8, Property
Transfers Between Field Installations Following
FPA Procedures

(¢) New Generel Ledger Account 175.9, Property Trans-
fersz Between Headquarters sand Field Installations
Following FPA Procedures

1. PURPOSE

In order to enable the property unit, Accounts Branch, Finence Division
to process all of the activity reflected upon the finsncial property
acocounting reports as evidenced in the "Analysis of Account No. 495 - Account~
ebility to Headquarters" snd to fecilitate reconcilistion of the reciprocal
accounts Nos. 195 sand 495, new general ledger accounts are established for
use by the Finance Division, as followa:

Account No. 170,9 ~ Stores - Supplies end Equipment Purchased
for Cash by Field Installations Following
FPA Procedures

Account No. 175.8 = Property Transfers Between Field Installations
Following FPA Procedures

Account No, 175.9 = Property Transfers Eafwoon Headquarters and
Field Installations Following FPA Procedures

The description of these.saccounts are contained in Attachments "A", "B" and
"C", These accounts will be included in the Msnual of General Ledger
Accounts ~ Finence Division, when next igsued,

2, DISTRIBUTION OF ROTICE
Copies of this Notice should be provided to sach holder of the Manuel

of General Ledger Accounts - Finance Division, and the attschments should
be inserted in the Manusls pending issuance of reyised paces.

25X1A

ATTACHMENTS 2 7 Acting Comptroller
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ATTACHMENT "A" o
Comptroller Notice No, 18-56

170.9 - Stores - Supplies and Equi ent Purchased for Cagsh by Field
Installations Following FPA Procedures

This is a clearing sccount, normally reflecting & debit
balence, established to ensble @ﬁe recordation of property acquisi-
tions from the report "Analysis gf Account No., 495 - Accountability
to Hbaaquartors" received from field installations following FPA
procedures., This account shall be controlled by station location
and posting voucher number., Debits to thig sccount shall be re-
corded from the appropriate schedule submitted as part of the regu~
lar field installstion financial reports. Credits to this sccount
shall be recorded from the "Anelysis of Account No. 495 - Account-
ability to Headquarters" submitted with the field installation

property reports.

SECRET
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| Comptroller Notice No. 18-56

“—

175.8 = Property Trensfers Between Field Instellations Following FPA
Procedures

This is a debit or credit balance account representing the
carrying value of property transferrsd bstween field installations
_maintaining financiel property procedures., This account shall be
controlled by installation location and voucher number. Entries to
this account shall be recorded from the field installation's
financial property records, "Anelysis of Account No. 495 - Account-
ability to Headquarters", Debits to this account represent the
value of shipmenfs made by the reporting ihstallation to other
installations operating under finéncial property procedures.
Credits to this asccount represent the value of shipments received
— ‘ by the reporting installation from other installations operating
under finencial property procedures. Contra entries shall be made
to account No., 195,0 "Accountability of Field Installations -

Property",

SECRET
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SECRET
ATTACHMENT "C" +o
Comptroller Notice No. 18-56

175.9 - Property Transfers Between Headqusrters end Field Installetions
Following FPA Procedures

This is a debit or credit balance sccount representing the
carrying value of property transferred between headquarters and field
inatallations mainteining financial‘proporty procedures. This account
ghall be controlled by installation location snd voucher number.
Entries to this account shall be made from tabulated Monetary Re-
ceipts snd Issues listings (trensaction codes 3-8, 6~9 and 9=4)
snd from the field installation’e financiaml property reports "Analysis
of Account No. 495 - Accountability to Headquarters". Debits to
this account represent the value of shipments made to the field
installation from Headquerters inventories on hand (transaction
code 6-9), the value of shipments msade directly to the station from
ZI suppliers (tremssction code 9-4), and the value of shipments msde
from the field installation to headquerters (these entries will be
recorded from the "Analysis of Account No., 495 = Accountsbility to
Headquartors")o Credits to this account represent the value of
shipments ruéeived from installstions oporating under financial
property procedures (trsmsaction code 3-8) and the acknowledgement
of the receipt of shipments from headquarters as reported on the

"Anelysis of Account No. 495 - Accountability to Headquarters".

SECRET
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26 December 1956

BUDGET - 20
FINANCE -~ 18
FISCAL - 21
PAS - 20
TAS - 21
MRD - 17

.

COMPIROLLER NOTICE NO. 18-56 - Amendment No, 1
SUBJ'ECT: | General - Manual of General Ledger Accounts - Finance Division
Specific - (a) New General Ledger Account No. 170.9 -
v Stores - Supplies and Equipment Purchased
, : for Cash by Field Installation Fellowing
! FPA Procedures
(b) New General Ledger Account No. 175.8 -
Property Transfers Between Field
Installations Following FPA Procedures
(c) New General Ledger Account No. 175.9 -
Property Transfers Between Headquarters

and Field Installations Following FPA
Procedures '

1. PURPOSE

‘To esteblish an effective date for the use of the accounts authorized
in comptroller Notice 18-56 issued 14 November 1956,
2. EFFECTIVE DATE

The effectiva.date for establishing the new general ledger accounts

authorized in Comptroller Notice 18-56 shall ve 1 Januvary 1957.

25X1A
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COMPTROLLER NOTICE NO., 17-56

SUBJECT: General - Manuals of General Ledger Accounts -
Finance Division and Fiscal Division

Specific - Revision of Generai Ledger Accounts Nos. 136
and 137 ’

1. The purpose of this notice 1s to revise the titles angd descriptions of
Accounts Nos. 136 and 137 to make it clear that the distinguishing character-
istic between the two accounts is whether the disbursement of appropriated finds
chargeable to confidential funds allotments is or is not based upon the certi-
fication of the Director of Central Intelligence pursuent to Section 10(b)

of Public Law 110, 81st Congress. Such DCI certifications may be provided on
individual vouchers supporting specific disbursements, including reimbursements

to Agent Cashiers, or they may be provided on memorandums authorizing aggregate
disbursements of stated amounts for specific projects. :

2. Consistent with the foregoing, the titles of Accounts Nos. 136 and 137
have been changed to read as follows:

136 - Disbursements by Fiscal Chargeable to Confidential Funds
Allotments - DCI Certification

137 - Disbursements by Fiscal Chargeable to Confidential Funds
' Allotments - No DCI Certification

The revised descriptions of these accounts for insertion in the Manuals of
General-Ledger Accounts for the Fiscal Division and the Finance Division, respec-
tively, are provided as Attachments "aA", "B", "C" and "D" to this notice.

3. This revision is effective retroactively to 1 July 1955. It will be necessary,
therefore, for the Fiscal Division to review and analyze entries made to Accounts
1367 137.6, 137.5 and 137.4 since 1 July 1955 as a basis for transferring to the
corresponding 136 accounts amounts which represent disbursements based upon DCI

certificatidgs. The Finance Division shall be notified of the amounts to be
reclassified,

25X1A

Acting Comptroller

ATTACMNTS: -"An, "B'TJ nCn and nDn
Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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ATTACHMENT "A" to
Comptroller Notice No. 17-56
(Insert in Fiscal Division
Manuel of CGeneral Ledger
Accounts)

136 - Disbufsement by Fiscal Chargesble to Confidential Funds Allotments -
DCX Certification

This debit balance (reciprocal} account will represent the amount of
all approprilated funds disbursed by the Fiscal Division on the certifica-
tion of the Director of Central Intelligence pursuant to Section 10(b) of
Public Law 110, 8lst Congress. Separate decimal accounts shall be main-
tained for each fiscal year appropriation, the suffixed digit bzing the
last diglt of the fiscal year. 'No Year" funds shell be identified with
an "X" suffix. The account will be debited with the amount of vouchers
certified by the DCI processed against appropriations and with vouchers
based upon DCI certifications by memorandums suthorizing aggresgate expen-
ditures of a stated amount for a specific project. The account will be
credited with (1) emounts of collecticns that are received by the Fiscal
Division to be reflected as reverse expenditures of charges againet
confidential funds allotments which were derived from disbursements
charged to this account, and (2) with amounts collected by the Fiscal
Division that represent repayments of disbursements charged to this
account for which no expenditure has been recorded. The account also
will be debited or credited at the end of the first fiscal year the
appropriated funds are available and gquarterly thereafter with adjust-
ments reported by the Finance Division (contra entry toc Account No. 136
for the next succeeding fiscal year appropriation). The account, also,
will be credited at the time the related appropriation lapses (after
the adjustment required in the next preceding sentence has been accomplished)
wilth the balance of this account (contra tc Account No. 505).

Debit this Account With: Credit this Account With:
(2) Amounts of DCI vouchers processed (a) At the end of each fiscal
against the appropriation. - year and quarterly thereafter

_ with adjustments reported by
Contra to Account 106, the Finance Division.
Posting Media: Register of Cash Contra to Account 136 for the
Disbursements supported by Voucher next succeeding fiSCal year
and Schedule of Payments (SF-1166) appropriation.
(b) At the end of each fiscal year Posting Media: Journal Voucher
and quarterly thereafter with adjust- (SF-101T7-G-Reviged) supported by
ments reported by the Finance Division. memorsndum from the Finance

Division.
Contra to Account 136 for the next
succeeding fiscal year appropriation. (b) Amounts of collections repre-
senting refunds that are received

Posting Media: Journal Voucher (SF- by the Fiscal Division to be
1017-G-Revised) supported by memo- reflected ag reverse sxpeniitures

Approved-EntiRelease 2000/041h: CIBIRDETS05244A000180020003sk against confidential
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ATTACHMENT "A" (Cont'd)
Comptroller Notice No. 17-56

Credit this Account With:

funds allotments which charges
were derived from disbursements
debited to this account (Example -

Contra toc Account 106,

(c) Amounts of collections repre-
senting repayments of disbursements
charged to this account for which

no expenditure has been recorded.
(Example - vouchered funds payroll
withholding of amounts to be applied
as repayment of confidential funds
travel advances. )

Contra to Account 106.

Posting Medlia: Register of Cash
Receipts supported by C/Ds (SF-209)
or in cases where amounts sre with-
held out of a disbursement, Register
of Cash Disbursements supported by
Voucher and Schedule of Payments
(sF-1166).
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ATTACHMENT "B" to
Comptroller Notice No. 17-56
{Insert in Fiscal Division
Manual of General Ledger
Accounts)

137 - Disburséments by Fiscal Chargeable to Confidential Funds Allotments -

No DCI Certification

This debit balance (reciprocal) account will represent the amount of
funds disbursed by the Fiscal Division; chargeable to confidential funds
allotments which disbursements are overt disbursements and are not based
upon certification of the Director of Central Intelligence. A separate
decimal account will be maintained for each fiscal year appropriation.
Debit this account with the amount of all disbursements of appropriated
funds by the Fiscal Division chargeable to confidential funds allotments
which are not based upon DCI certification. Credit the account at the
time the related appropriation lapses with the balance of the account

(contra to Account No. 505).

Debit this Account With:

1k, Amounts of vouchers, not
requiring DCI certificatlon,
scheduled by the Fiscal Division
for payment from vouchered funds to
be charged to confidential funds
allotments.

Contra to Account 106.
Posting Media: Register of Cash

Disbursements supported by Voucher
and Schedule of Paymente (SF-1166)

16, Amounts of advances, not requir-
ing DCI certification, to other Govern-
mental agencies scheduled by the Fiscal
Division for payment from vouchered
funds which advances are chargeable

to confidential funds allotments.

Contra to Account 106.

Posting Media: Register of Cash
Disbursements supported by voucher
and Schedule of Payments (SF-1166)

or Voucher and Schedule of With-
drewals and Credits (SF-108l-Revised).

17. Amounts of costs incurred by other
Govermmental agencies from advances
made and recorded in Account 1k6.4 by
the Fiscal Division that are to be

charged to confidential funds allotments.

Credit this Account With:

10. Amounts of bills rendered for
collection of refunds tec appropria-
tions involving erroneous payments
charged to this account.

Contra to Account 152.9.

Posting Medis: Voucher and Schedule
of Withdrawals and Credits (SF-1081-
Revised) or Bill for Collections
(Form No. 34-21).

2l. Amounts of collections that are
received by the Fiscal Division to
be credited as reverse expenditures
of charges against confidential
funds sllotments which charges

were derived from disbursements
charged to this account.

Contra to Account 106,

Posting Media: Register of Cash

. Receipts supported by Certificates

of Deposits (SF-209).

25. Amount of checks charged to this
account that are scheduled to the
disbursing officer by the Fiscal
Division for cancellation.

Approved For Release 2000/04/14 : CIA-RDP788§BEFA000100020001-4
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Debit this Account With:

Contra to Account 146.k4

Posting Media: Journal Voucher
(SF-1017-G-Revised) supported by
monthly or other statements submitted
by agency to which the advance was
made,

ATTACHMENT "B" (Cont'd)
Comptroller Notice No. 1756

Credit this Account With:

Contra to Account 106.

Posting Medis: Schedule of Cancelled

Checks (SF-1098-Revised).
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- ATTACHMENT "C" to
Comptroller Notice No.17-56
(Insert in Finance Division
Manual of General Ledger
Accounts)

136 - Disbursements by Fiscal Chargéable to Confidential Funds Allotments -
DCI Certification '

This credit balance account represents the amount of all appropriated
funds disbursed by the Fiscal Division on the certification of the Director

of Central Intelligence pursuant to Section 10(b) of Public Law 110, 81st
~— Congress,

Separate accounts, numbered under the decimal system, the suffixed
digit being the last digit of the corresponding fiscal year, are meintained
for each fiscal year appropriation. "No Year" funds shall be ‘identified

L with an "X" suffix. : ‘

Credit this account with the amount of all vouchers certified by the
DCI processed against appropriations and with vouchers based upon DCI certi-
fications by memorandums authorizing aggregate expenditures of stated amounts
for specific projects. Debit this account with amounts collected by the

25X1A Fiscal Division that represent refunds to be reflected as reverse expendi-
tures of charges against confidential funds allotments whichwere deriv
; from disbursements credited account. (Example -d

25X1A . - Debit this account with amounts

Debit or credit this account at the end of the first fiscal year the
approprlated funds ere availsble and quarterly thereafter with an amount
which will adjust the combined balances of Accounts Nos. 135, 136, and 137
for the same fiscal year to & combined debit balance equivalent to the
sum of the balances of Accounts Nos. 510 and 520 for the same fiscal year
appropriation (contra entry will be to Account No. 136 for the next succeeding
fiscal year appropriation). Debit this account at the time the related
" appropriation lapses (after the adjustment required in the next preceding

sentence has been accomplished) with the balance of this account (contra
to Account No. 510).

% ;

SECRET
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ORCRET

ATTACHMENT "D" to
Comptroller Notice No. 17-56
(Insert in Finance Division
Manual of General Ledger
Accounts )

137 - Disbursements by Fiscal Chargeable to Confidential lundsilotments
No DCI Certification

This credit balance account represents the.amount'of funds disbursed
by the Fiscal Divisi§n chargeable to confidential funds allotments which
’disbursements are overt disbursements and are not based upon’certifica-

tion of the Director of Central Intelligence. A separate account num-
bered under the decimal system, the suffixéd.digit being the lest digit
of the applicable fiscal year, is maintained for each fiscal year approp-
riation. Credit this account with the amount of all disbursements of
appropriated funds by the Fiscal Division chargesble to confidentisl
funds allotments which are not based upon DCI certifications. Debit
the account at the time the related appropriation lapses with the

balonce of this account (contra to Account No. 510).

SECRET
Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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CONPFIDENTIAL

5 QOctober 1956

7 S - _ BUDGET - 15
UﬁeMwM /7 C. 6 -¢o FINANCE - 1k
FISCAL - 16

. MRD - 13

PAS - 15

TAS - 16

COMPTROLLER NOTICE NO. 16-56

SUBJECT: Reports Management Program
REFERENCE: Acting Deputy Director (Sﬁppbrt) Memorandum dated 24 August 1956 to
all DD/S Components (Copy Attached) - - _

1. The Acting Deputy Director (Support) has directed in the reference that each
component of the Support Group establish, effective 1 October 1956, permanent
measures to control and improve internal reports and to coordinate requirements
for external reports with the Reports Management Officer of Records Management
Staff. ' :

2. On 31 Janamury 1955 the Office of the Comptroller installe’ an office-wide

Reports Management Program, and procedures were issued (Comptroller Instruction
No. 4) to cover the inauguration of the program. Subsequently procedures were
issued pertaining to the handling of new or revised reporting requirements (Amend-

appraisals (Amendment No. 2).

‘ment No. 1) and the analysis of current reporting requirements and periodic

3. In view of the directive of the DD/S it is essential that khe provisions

of Comptroller Instruction No. 4 and amendments thereto be strictly complied

with to assure full benefits of the Reports Management Program and coordination
with the overall DD/S Program. The DD/S directive requires that reguests for
reports which have not been assigned reports control gymbols not be honored by
the preparing component. Accordingly, requests for new recurring reports should
be processed in accordance with the provisions of Amendment No. 1 to Comptroller
Instruction No. 4 as expeditiously as possible. '

25X1A

- Acting Comptroller

ATTACHMENT

Approved For Release 2000/04/14 :"ciA’‘ROP78:08244Aodo100020001-4
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o .
- = ATTACHMENT to |
= Comptroller Notice No. 1656

24 August 1956

MEMORANDUM FOR: Director of Communications
Director of Personnel
Director of Tralning
General Counsel
Special Support Assistant to DD/S
Director of Security
_ Chief, Audit Staff

- Comptroller: .-
Director of Logistics
Chief, Medical Staffl
Chief, Management Staff
Chief, Commercial Staff

- Chief, Project Administrative Planning Staff
SUBJECT H Reports Management
1. The reports survey conducted last Fall revealed two slgnificant
facts; (a) in the DD/S area we spend over 100,000 hours yearly preparing
N— reports, and (b) analyzing the need for reports pays dividends. Recommen-

dations were developed on 45 of the 226 reports examined. Improved practices
already have eliminated over 7,000 hours of headquarters reporting. ' T

2. I am convinced that reports management should be continued in the DD/S
area. You are therefore asked to establish permanent measures to contrei and
improve your internal reports and to coordinate requirements for external reports
with the Records Management Officer for Reports, Management Staff.

3. Effective 1 October 1956, each approved requirenent for a recurring
report shall be assigned a reports control symbol. Thereafter, personnel who
receive a requirement for a recurring report which has not been assigned a symbol,
shall so notify their Reports Management Officer and defer complying with the
requlrement until notified that it has been approved.

L, Attached is a basic guide for operating your reports management program.
The Records Management Officer for Reports will assist your Staff in applying
this guide to meet the particular needs of your component.

/e/ H.G. Lloyd

H. GATES LLOYD
Acting Deputy Director
(Support)

v Attachment
- Program Guide

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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SECRET

31 August 1956

BUDGET - 14

FINANCE - 13

; FISCAL - 15
Mﬂ? (g-d/ﬁéé-@o MRD _ 1o
PAS - 1L

© TAS - 15

COMPTROLLER NOTICE NO. 15-56

SUBJECT : Appoinﬁment of Tralning Officer, Office of the Comptroller
1. Effective 1 October 1956, Mr.| N s =vpointea Training 25X1A
Officer, Office of the Comptroller.

2. In this capacity Mr.[ Ml sball be responsible for the coordina-  95x1A
tion and development of training activities for all personnel in thils

Office as required by Agency regulations.

3. This notice rescinds all previous designations of individuals in

this Office for training activities.

25X1A

*  Acting Comptroller

SECRET
Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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SECRET
LIU +
29 August 1956
. BUDGET - 13
M : e N #e -co | FINANCE - 12
17 FISCAL - 1
MRD - 11
PAS - 13
TAS - 14
- COMPTROLLER NOTICE NO. 1k-56
SUBJECT': General - Apnouncemert of Assignment i".b Key Position

‘w525X1A Specific -— Designated as Aéting Comptroller .

During the absence of the Comptroller for the periocd from 29 August

25X1A 1956 through 15 December 1956, Mr _ has been designated

8 Acting Comptroller. Correspondence and other official documents normally
brepared for the signature of the Comptroller during this period shall be

preparcd for the signature of the Acting Coumptroller.

25X1A
E. R. SAUNDERS
Comptro_ller
-
) U

SECRET |
Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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SECRET
16 August 1956
BUDGET - 12
: , , FINANCE - 11
_ / —
M 17 C A H g s PISCAL - 13
' ' PAS - 12
TAS - 13

COMPTROLLER ROTICE NO, 13-56

SUBJECT: General - New Procedures Concerning Prior Fiscal Year
Appropriations and Unliquidated Obligations
Relative Therete '

Specific - Initial Actions to be Taken

REFERENCES: (1) Public Law 798 - 84th Congress, Approved 25 July 1956
(2) GAO - General Regulations Ho. 131, dated 7 August 1956

1. The purpose of this Notice is to set forth the initial actions that are
to be taken by the components of the Office of the Comptroller to implement
the provisions of reference (1) as specifically prescribed in reference (2).
These immediate actions were generally agreed to as the result of a meeting
called by the undersigned on 1k August 1956, which was attended by represent-
atives of the Budget Division, Finance Division, Fiscel Division, and the
Technical Accounting Staff.

2. The Finance Division and Fiscal Division shsll begin immediately to ar-
range for the analyses of obligation records and accounts for the purpose of
scheduling the amounte of unpaid obligations and uncellected receivables
applicable to lapsed appropriations, pursuant to the provisions of parasgraph
8 of reference (2).

3. The Budget Division shall conduct discussions with representatives of

the GAO, Treasury Department, and Bureau ef the Budget with the view of"
establishing special arrangements and procedures to be employed by the Agency
in order to comply with security requirements.

4, a Comptroller Instruction will be igsued subsequently to provide for the

establishment of required accounts and permanent procedures.

25X1A

Deputy Comptroller
SECRET

Approved For Release 2000/04/14 : CIA-RDP78-05244AOQO100020001-4
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. SECRET

3 e 2 July 1956

FINANCE - 10
FISCAL - 12
PAS - 11
TAS - 12

COMPTROLLER NOTICE NO. 12-56

BUBJECT: General - Manual of General Ledger Accounts,
Finance Division

Specific - New General Le'%er Memorandum Account No.
795,

]

1. BSubject general ledger memorandum account is suthorized for use
by the Finance Division.

2, Attachments "A" and "B" contain the description of and illustra-
tive Journal entry for memorandum aceount No. 795.

3. Copies of this notice should be provided to each holder of the
Manual of General Iedger Accounts - Finance Division and the attach-

ments should be inserted in the menusl pending issuance of revised
pages.

25X1A

Acting Comptreoller

ATTACHMENTS 2
"A." and "BH

SECRET

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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BECHRKET

MA? C M ~Co

COMPTROLIER NOTIOE HNO. 1L=~56
BUBJECT: General - Announcement of Assigmment to Key
Position :
specitic - Desicoated as
Acting Comptroller j

During the sbsence of the Comptrellsr for the period from 18 Junme
1956 through 29 June 1956, Mr [ 225 vecn designated
Acting Comptroller. Correspondence amd other @ﬁi@i&i documents nor-
mally prepared for the sigmature of the Comptroller during this period
shall be prepared for the signature of the Acting Comptroller.

E. R. SAUNDERS
Comptroller

SECRET

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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SECRET

. ST ‘ Z '
N J%{%//f “’W“‘;’a 5 April 1956

Qo7 # 7 /#ﬂ"ﬂ/ s 7 }"‘ / "/;67 BUDGET - 8
FINANCE - 7

FISCAL - 9

PAS -8

COMPTROLLER NOTICE NO. 9-56 TAS -9

SUBJECT: General - Accounting for Funds Received by the Fiscal
_ Division Representing Refunds of Confidential
- Funds

Specific - Use of Account No. 136 - Appropristed Funds
Withdrawn by Finance for Confidential Operations

1. PURPOSHE

The purpose of this notice is to revise Account No. 136 -

Appropriated Funds Withdrawn by Finance for Confidential Operations,

to include provision for the recording of transactions covering funds

received by the Fiscal Division which represent repayment of confi-
- dential funds for which no expenditure had been recorded. The record-

ing of these transactions in these accounts will eliminate the issusnce

of checks to transfer the credits from the Fiscal Division to the

Finance Division.

2. GENERAL

Transactions of this nature include but are not limited to
- collections made from employees, as repayments of advances, through
payroll withholdings or by direct collection. :

3. PROCEDURES

a. Outstanding instructions covering the use of Account No. 136 -
hd Appropriated Funde Withdrawn by Finance for Confidentisl

Operations, provide for these activities but indicate that such
transactions shall be recorded as reverse expenditures of con-
fidentlal allotments. In order to cover activities for which
no allotment expenditure had been previously recorded, such as
refunds of advances, outstanding instructions pertaining to the
use of Account No. 136 - Appropriated Funds Withdrswn by Finance
for Confidential Operations, are amended to include such transac-
tions.

SECRET

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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be

L.

SECRET

The Fiscal Division shall advise the Finance Division concerning
these activities by transmitting either (1) & copy of the
schedule of collections 1f the transaction is a direct collection,
or (2) a copy of the disbursement voucher if the transaction is
effected by withholding out of a disbursement, with the ap-
propriate detail shown to eneble the Finance Division to fully
identify the credits.

The recording of these activitics, as reported by the Fiscal
Division, shall be nmade by the Finance Division as credits to
the appropriate accounts.

Copies of this notice ghould be provided to all holders of the

Manuels of General ledger Accounts and the Attachments "A" and "B"
should be inserted in the manuals replacing the descriptions of this
account issued as Attachments to Comptroller Notice Noe. 27-55.

25X1A
E. Re SAUNDERS

ATTACHMENTS 2
"A" and "B"

SECRET

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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ATTACHMENT "A" to
Comptroller Notlce No.
(Insert in Fiecal Division
Manusl of General Ledger
Accounts)

136 - Appropriated Funds Withdrawn by Finance for Confidential Operations

This debit balance (reciprocal) account shall represent the amount
of appropriated funds obtained by the Finance Division for confidential
operations. Separate decimal accounts shall be maintained for each fiscal
year appropriation.numbered under the decimal system, the suffixed digit
being the last digit of the fiscal year. 'No Year" funds shall be
identified with an "X" suffix. The account will be debited with the
amount of vouchers signed by the DCI processed agalinst approprietions.

The account will be credited with emounts of coliections pertaining to
confidentisl funds that are received by the Fiscal Division. The account,

also, will be debited or credited at the end of the fiscal year the

eppropriated funds are avallable e.nd quarterly thereaftexr with a.djustments
reported by the Finance Division (contra ent:ry to Account No. 136 for the
next succeeding fiscal year appropriation). The account, a.lso s will be
credited at the time the related appropriation lapses (after the adjustment
required in the next preceding sentence has been accomplished) with the

balance of this account (contra to Account No. 505) .

Debit this Account with: Credit this Account with:
(a) Amounts of DCI vouchers pro- (a) At the end of each fiscal
cessed against the é.p:propriation to year and quarterly thereafter
provide funds for confidential oper- with adjustments repérted by
ations. ‘the Finance Division.

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
SECRET
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- ATTACIMENT "A" (Con't) to
Comptroller Notice No,
(Insert in Fiscal Division
Manual of Cercral Ledger

Accounts)
Contra to Account 106. Contra to Account 136 for
Posting Media: Register of Cash the next succeeding fiscal year
Disbursements Supported by Voucher appropriation.
~ and Schedule of Payments (SF-1166), Posting Media: Journal Voucher
(b) At the end of each fiscal year (SF 1017-G-Revised) supported
- and quarterly thereafter with ad- by memorandum from the Pinance
Justments reported by the Finasnce Division,
Division. (b) Amounts of collections
Contra to Account 136 for the representing refunds of confi-
- next succeeding fiscel year appro- dential funds that are recelved
Priation. by the Fiscal Division to be reflec-
Posting Media: Journal voucher ted as reverse expenditures of
(SF 1017-G-Revised) supported by confidential mllotments. (Example -
~ memorandum from the Finance Division. 25X1A
Contra to Account 106
bt {¢) Amounts of collect] oﬁs repre-
sentiﬁ.g repayments of conif;;dential
funds for which no expendibt-ure hasg
been recorded.
(Example - vouchered funds ;&‘;.rroll
~

S B
Approved For Release 2000/04/14 : CIA-RDP?S-%5§4‘£AOOO100020001-4
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SECRET

ATTACHMERT "A" (Con't) to
Comptroller Notice No.
(Insert in Fiscal Division
Manual of General Ledger
Accounts)

withholding of amounts to be
applled as repayment of confi-
dential funds travel advances)
Contra to Account 106.
Posting Medim: Register of Cash
Receipts supported by C/Ds (SF-209);
or in cases where amounts are with-
held out of a disbursement, Register
of Cash Disbursements supported by
Voucher and Schedule of Payments
(sr-1166).

DP78-05244A000100020001-4
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- : ATTACHMERT "B" to
Comptroller Notice HNo.
(Insert in Finence Division
Manual of General Ledger
Accounts)

136 - Appropriated Funds Withdrawn by Finence for Confidentiasl Operations

This credit balance account shall represent the amount of appropriated
A funds obtained by the Finance Divieicn for confidential operatlons.
Separate accounts, numbered under the decimal system, the suffixed
digit belng the last digit of the coﬁeap@nding fiscal year, shall be
maintained for each fiscal year appropriation. "No Year” funds shall be
| identified with an "X" suffix.
Credit this account with the amount of all DCI vouchers processed
against appropriations to provide funds for confidential operations.
Debit this account with amounts collected by the Filscal Division that
represent refunaa of confidentlial funds to be reflected as reverse expendi-
; tures of confidential allotments. (Example -GGG -
25X1A .  Debit this account with amounts collected by the

Fiscal Division that represent repayments of confidentisl funds for which

no expenditure has been recorded. (Example - vouchered peyroll withholding
— of amounts to be applied as repayment of travel advances).

Debit or credlt this account at the end of the first fiscal year the

: appropriated funds are available and gquarterly thereafter with an amount
which will adjust the combined belances of Accounts No. 135, 136, and 137
for the same ﬁscéa:l yeaxr to a combined debilt balence emﬂﬁlent to the
sum of the 'balsnceé of Accounts No. 510 and 520 for the sé.me fiscal year

- appropriation. (contra entry will be to Account No. 136 for the next

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
SECRET



Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4

SECRET
S
ATTACEMENT "B" (Con't) to
Comptroller Hotice No.
(Insert in Finance Division
Manual of General Ledger
Accounts)
succeeding fiscal year appropriation). Debit this account at the time the
related appropriation lapses (after the adjustment required in the preceding
sentence has been accomplished) with the balance of this account (contra
to Account No. 510). |
-
‘/:. \\-
.
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SECRET
21 March 1956

FIRANC
- E
54/&%‘__4/ Lo ﬂ,(/ s o, MRD
/ ¢o PAS
TAS

LI O N |
O3 1 OO\

CURPTROLLER NOTICE NO. 8-56

SUBJECT: Designation of Acting Chief, Fiscal Divisian

During the sbsence of Mr. || NGTENGEGz:o o period 25X1A
21 March 1956 through 3 May 1956, Mr. ;s ccsicnatea 25X1A
Acting Chief, Fiscal Division. '

BB SAUNDERS
Conmpiroller

SECRET

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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ECRET
15 March 1956
FIBCAL = 756
MRD = « 6=56
) TAS ~ T=56
COMPTROLLER NOTICE NO. 7T=56 ,

SUBJECT: General - Safety
Specific = Curie Hall

1. As s result of the recent fire and safety swrvey of Curie Hall by
the CIA Safety Officer, it is recommended that a memorandum be circu-
lated to all occupants of Curie Hall concerning the improvement of
housekeeping conditions in some areas of the building from a fire and
safety hazard standpoint.

2. Scme of the fire and éa:fety measures which must be observed to
ensure good housekeeping, the first essential in preventing fires, are
as follows:

2. No inflammeble volatile liquids, explosives s dangerous chemicals or
nitrate £ilms are to be used or stored in the building except under
specisl conditions epproved by the Safety Officer.

bo Unobstructed access to all fire extinguishers, fire hose, and fire
alarm boxes should be mainteined at all times,

ce All building exit doors and all doors and windows leading to fire
escapes should be kep'b free of obstructions at all times.

de All corridors and a.isles should be maintained clea.r a.nd wnobstructed
at all times, The cleared width of such corridors and aisles should
not be less than the width of the exit doors. No storage ghould be
rermitted in corridors, aisles, or stairways.

3= It is the duty of each employee to bring to the attention of the
Division Chief, any spparent fire or safety hazard existing in the build-
ing. Esch employee is wrged to remain on the alert and notify the
Division Chief of any situation or conditions which might precipitate

a false alarm; an accident or a fire.

25X1A

E. R. SAUNDERS
Comptroller

SECRET .
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8 March 1956

BUDGET - 6
FISCAL - 6
PAS -6
™S -6
COMPTROLLER NOTICE KO. 6-56
SUBJECT: General - Safety

Specific « Alcott Hall

l. On the 30th and 31lst of January 1956 an inspection was made of
Alcott Hall byl C A Acting Safety Officer. A number of
specific deficlencies were noted and those responsible for taking cor-
rective action have been notified.

2. The report contains one over-all recommendation which concerns
those persons responsible for the relocation and placement of heavy
obJjects and equipment:

"It is imperstive that load limits prescribed for this resident
hall type building be cbserved. Original intended use of this
building drastically limits the live load when the building is
used for office workshop endeavors. Therefore, if any persons
responsible for the relocation ar placement of any heavy objects
(safes, map cabinets, machines, etc.) is mot sure of the loed
limit in the srea involved, he should call the CIA Safety Officer
on extension BYS53 far clarification.”

3« For the safety of all concerned it is essential that the prescribed
load limits be observed. Any questions relating to such load limits
should be referred to the CIA Safety Officer as indicated in the

above quoted paragraph.

E. Ro SAUNDERS
Comptroller

BECRET

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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. BUDGEDT - 5
A oats gt . , FINARCE = &
~ A Gy CH #a-co . rmoAL - 5
. ' MRD - 5
i PAS - 5
COMPTROLLER NOTICE NO. 5-56 TAS -5
For Distribution to: ALl Employees of the Office of the Comptroller
SUBJECT: General - Incentive Awards Program
 gpecific - Employee Suggestions |
- REFERENCE: Comptroller Notice No. 3-55 dated 2 March 1955
1. During the past calendar year, employees of this Office partici-
pating in the Agency Incentive Awards Program bhave offered s number of
suggestions with the view of improving techniques and methods employed
- and achieving greater efficiency and savings to the Agency.
2. Cash awards received by persomnel of this Office during 1955 were
as follows:
$ 35.00
25X1A 20.00
- 65.00
250.00
25.00
30.00

Many other employees received letters of commendation for puggestions
vhich did not merit a cash award.

3. I wish to again urge each of you in this Office to subnit to the
- Incentive Awvards Committee any suggestion or idea that you may have on
subjects related to the activities of this Office or other subjects. In
this connection, to facilitate in the review and evaluation of each
" puggestion, the following should be contained in ‘the description of the
suggestion: :

ae A brief but cdmplete statement of the situation or procedure;

be A complete statement of the suggested change, with exhibits attached
s necessary; and

ce A statement of the estimated savings indicating briefly how the
- estimate has been determined. ( :

4, You may be asswred that all suggestions and ideas are and will be
carefully evaluated in terms of their usefulnegs and applicabilitye.

- I 25

E. R. SAUNDERS
Approved For Release 2000/04/1 43: &IA-RDB7§-05244A000100020001-4
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. BECRET
- 17 February 1956
BUDGET - &4
ﬂfw FINANCE - k4
" C A & o FISCAL - h
% ¢ Gg PAS _—
TAS -k
MRD -k

COMPTROLLER NOTICE NO. 4-56

’ - SUBJECT: General - Cash Collections and Expenditures Appliceble to
' Lapsed Appropriations

Specific -~ (a) Accounting for - By Fiscal Years

(b) New and Revised General Ledger Accounte for
o Fiscel Division: .

Account No. 493 - Funds Disbursed from
Certified Claims Account
Account No. 610 - Costs Charged to Certified
, Claims Account
Account No. 450 - Invested and Donated Capital

o’ REFERENCE: Comptroller Imstruction No. 17

1. PURPOSE

The purpose of this Notice is to provide & procedure and the new
accounts necessary for recording by the Fiscal Division (1) cash collec-
- tions applicable to lapsed appropriations and (2) claims paid from the
Certified Claims Account, in & mammer which will indicate the fiscal
year involved. fThis information will be reflected on the monthly trial
balance prepsred by the Fiscal Division and will be used for the adjust-
ment of sppropristion expenditures in various reports to the Comptroller.

2. DEFINITIONS

a. Collections

The collections covered by this Notice shall represent portions
of amounts deposited with the U, S. Treasury as "Miscellaneous
Receipts" (see paragraph 6 of Comptroller Instruction No. 17)
vhich, except for the fact that the eppronpriation for the fis-
cal year sgeinst which the original expenditure was recorded has
lapsed, would be treated as refunds of expenges or as reimburse-
ments to an appropriation (see paragraphs 4 and 5 of Comptroller
Instruction No. 17).
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.b.

Y,

Claims Paid from the Certified Claims Account

These items represent clalms paid from the appropriation account,
titled "Payment of Certified Claims," which was established by
the ‘.)Surplus Fund - Certified Claims Act of 1949.(Sec 31 USC
T12b).

ACCOUNTING PROCEDURES
Collections

All collections shall be debited to Account No. 490 - "Funds Returned
to U. 8. Treasury" and sball be credited to Account No. 650.1 -
"Current Income - Miscellaneous Receipts." Such credite to

Account No. 650.1 shall be recorded in fiscal year subdivisions

of the subaccount now maintained for lapsed appropriations (CIA - °
Symbol No. 213590) or of a new subaccount which is to be established
for lapsed appropriations (TPreasury Department - Symbol No. 203590).
Appropriate entries shall be made in the current fiscal year to

make this procedure retroactive to all collections received in

the current fiscal year.

Claims Paid from the Certified Claims Account

In order to provide for the recordation of claims paid from the
Certified Claims Account, new general ledger accounts are provided
for use by the Fiscal Division as follows:

Account No. 493 - Funds Disbursed from Certified Claims Account
Account No. 610 - Costs Charged to Certified Clairs Account

The descriptions of these accounts are provided in Attachments A
end B. As provided in the description of account No. 610, a separate
decimal account shall be maintained for the fiscal year of each
applicable lapsed appropriation. A revised description of Account
No. 450 - "Invested and Donated Capital®, to make reference to the
above accounts also is provided in Attachment C. Amounts shall be
recorded in the new accounts upon recelpt from the Disbursing
Branch of a copy of GAO Form 195, evidencing peymert of a claim
from the Certified Claims Account. Appropriate entries shall be
made in the current fiscal year to make the procedure retroactive to
all payments made from the Certified Claime Account during the cur-
rent fiscal yesr.

PRIOR FISCAL YEARS

The Fiscal Division shall prepare and furnish the Program Analysis

Staff with an analysis of (1) collections received in prior fiscal
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': years to show the fiséal year of the appropriation against which the
related expenditures were cherged and (2) payments of claims from
the Certified Claims Account in prior fiscal years to show the
fiscal year of the appropriation involved.
5. DISTRIBUTION OF NOTICE
l Copies of this Notice should be provided to each holder & the
Manual of General Ledger Accounts for Fiscal Division, and the attach-
i ments should be inserted in the Manual pending issuance of revised pages.
j 25X1A
1
ATTACHMENTS :
A, B, C, and D
Y
i
|
|
I

Approved For Release 2000/04/14 : C|A-RD§7§;8§§4_§A'300100020001-4



Approved For Release 2000/04/14 : CIA-RDR78-¢53444A000100020001-4

‘- .
ATTACHMENT A to
Comptroller Notice No. 4-56
493 - Funds Disbursed from Certified Claims Account
This credit balance (statistics.l) account represents claims paid
from the Certified Claims Account without regard to the year of
appropriation.
-
Debit this account with: Credit this account with:
Amount of balance in Amount of claims paid from
this account at the the Certified Claims Account.
L close of each fiscal :
year. Contra to account 610.
Contra to account 450. Posting Media: Journal
Voucher (SF 1017 G Revised),
Posting Median: Journal supported by GAO Form 195
Voucher (SF 1017 G Revised) evidencing payment of a
, claim: from the Certified
- ' Cleims Account.
“—
-
-
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ATTACHMENT B to
Comptroller Notice No. L4-56

610 - Costs Charged to Certified Claims Account

This debit baslance (nominal) account represents the total amount
of claims paid during the year from the Certified Claims Account. A
separate decimal account shall be maintained for the fiscal year of

each applicable lapsed appropriation.

Debit this account with: Credit this account witi:
Amount of claims paid Amount of balance in this
from the Certified Claims account at the close of
Account. ; each fiscal year.

Contra to account 493, Contra to account 450,
Posting Medis: Journsl Posting Media: Journal
Voucher (SF 1017 G Revised), Voucher (SF 1017 G Revised).

supported by GAO Form 195,
evidencing payment of a
claim from the Certified
Claims Account.
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ATTACHMENT C to
Comptroller Notice No. k-56

450 - Invested and Donsted Capital

This is a clearing account for the purpose of closing accounts

k90, %93, 530, 531, 600.1, 610, 650.1 and 650.5 &t the end of each

fiscal year.

as a result of these entries.

This account will generally show & zero balance

A credit balance in this account

will represent accounts receivable outstanding for Miscellaneous

Receipts that have been billed but not collected (the offsetting

deblit will be in the balance of asccount 152.9 -~ Accounts

Receivable - Other).

Any resulting debit balance in this account

will indicate erroneocus amounts transferred from other accounts.

Debit this account with:

Credit thie account with:

k1. (e) Amount of balance in account ho. Amount of balance in
531 -~ Reimbursements to account 530 - Expended
Appropristions at the close Appropriations at the
of each fiscal year. close of each fiscal
year.
Contrs to account 531.
Contra to account 530.
Posting Medis: Journal
Voucher (SF 1017 ¢ Posting Media: Journal
Revised). Voucher (SF 1017 G
Revised).
L2, Amount of balance in &ccount

600.1 - Current Costs
Direct Allotment at the
close of each fiscal year.

Contra to account 600.1.
Posting Mhdiaﬁ Journal

Voucher (SF 1017 G
Reviged).

L1. (b) Amount of balance in
account 650.5 - Current
Income - Reimbursements
at the close of esch
fiscal year.

Contra to account 650.5.
Posting Media: Journasl

Voucher (SF 1017 ¢
Revised).
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-« 25 -



]
Approved For Release 2000/04/14 : CIA-RDP7§-§5£{4EA&‘00100020001-4

N ATTACHMENT C to
. : Comptroller Notice No. 4-56
(Con’t)
Debit this account with: Credit this account with:
k3. (b) Amount of balance in k3. (a) Amount of balance in
account 490 - Funds Returned account 650.1 - Current
to U. S. Treasury at the Income - Miscellaneous
close of each fiscal year. Receipts at the close of

f _ each fiscal year.

- Contra to account 490,

; Contra to account 650,1.
Posting Medisa: Journal

Voucher (SF 1017 G Posting Medisa: Journal
Revised). Voucher {SF 1017 G
-’ , oo | Reviged).
: 4. Amount of balance in account
535 - Expenditures from Overt k5. (b) Amount of balance
Allotments for Property at the in account No. 493 -
close of each fiscal year, Funds Disbursed from
: Certified Claims Account
Contra to account 535, at the close of each
i fiscal year.
R Posting Media: Journal '
- Voucher (SF 1017 G - Contra to account 493,

Revised).
Posting Medis: Journsal
‘45, (&) Amount of balance in account Voucher (SF 1017 G
No. 610 - Costs Charged to Certified Revised).
Claims Account at the close of each
fiscal year.

-’ +
Contra to account 610.
Posting Media: Journal
Voucher (SF 1017 G Revised).

% .

SECRET
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e ATTACHMENT D to
Compiroller Notice No. L-56
k5 - Costs Charged to Certified Clsims Account and Funds Disbursed
from Certified Claims Account - To Close 7
Amounts of balances in accounts 610 - Costs Charged to
Certified Claims Account and 493 - Funds Disbursed from Certified
- Clalms Account at the close of each fiacal year.
(a) To close account 610 |
Debit: U450 -~ Invested and Donated Capital
- Oredit: 610 - Costs Charged to Certified Clatms Account
(b} To close account %93
Debit: 493 - Funds Disbursed from Certified Claims Account
Credit: U450 - Invested and Donated Cepital
- Posting Medla: Journal Voucher (SF 1017 G Revised)

SECRET
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SECRET
17 February 1956 -
floceer 220 by QWA o PINCE - 3
_ FISCAL - 3
MRD -3
PAs -3
TAS -3

COMPIROLLER NOTICE NO. 3-56

SUBJECT: General - Decentralized Allotment Control Procedure -
Confidential Funds

Specific - Approved for Use by the Office of the Deputy Director
(suppor tHI 2nd. the Office of Security

1. The decentralized Allotment Control Procedure - Confidential Funds,
uthorized for use by the Office of the Deputy Directar (Support) snd
ﬁ effective 1 February 1956 for fiscal years 1956, 1955 and 1954. The
rrocedure provides for the allottees to maintain a detailed record of the
obligations and report to the Finance Division on & Summary Obligation
Report the cumulative obligations at the end of each month for records-
tion in the official Agency accounts. This procedwre embraces the same
Principles as those followed by the DD/P allotiees wmder precedure
commonly known a&s the

2, The obligation records for the DD/3 allotments will be maintained
geparately as follows: _

- 6001-10 Exo 399_& 122 East
6002-10 Ex. 3295 2010 1L
600310 Ex. 8415 2020 Barton

3. Effective 1 July 1955 the ;xfaceﬁm as outlined in parsgraph 1 wes
authorized for use by the Office of Security. :

25X1A

Deputy Comptroller

SECRET
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- SECRET
20 January 1956

P ) ) ok o g . BUDGET -~ 2
ﬂgM4”M47 C AN A6 6o - oz
FISCAL =~ 2
MRD - 2
P8 - 2
TAS -2
COMPTROLIER NOTICE KO. 2-56

- SUBJECT: General - Decentralized Allotment Control Procedwre -
o : Confidential Funds

Specific ~ Approved for use by the Office of the Director,
the Office of the General Counsel, the Audit
- Office, and the Medical Office

1. The Decentralized Allotment Control Procedures - Confidential Funds,
is authorized for use by the Office of the Director, the Office of the
General Coumsel, the Audit Office snd the Medical Office, effective
1 Jenuary 1956, for fiscal years 1956, 1955 snd 1954. The procedure
provides for the allottees to maintein & detailed record of the obliga-
~— tions and report to the Finance Division on a Summary Obligation and
Property Requisition Report the cwmmlative cbligations and requisitions
at the end of each momth for recardation in the official Agency accountse
This procedure embraces the same principles as those followed by the

DD/? allottees under yrocedurs cosmcnly known as the 25X1A
2, The cbligation records for the 0ffice of the Director will be main-
tained separately by each component of his Office as follows:
- Admin. Office/DCI 202 Admin.
25X1A Inspector Ueneral 231 Admin.
Cable Secretary 2202 1
Directors Project 2010 Qtres. I
o - pexfecs 321 Admin. -
A4 )
Deputy. Qomptroller
~ SECRET

: ’
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18 Japuary 1956

COMPTROLLER NOTICE NO. 1-56

SUBJECT: General - Manusl of General Ledger Accounts - Fina.ma Division

Specific - (a) New General Ledger Account No. 303.k, Accounts
Payable - Current - Procurement from Armé.
Services Overseas

(b) Revised General Ledger Account No. 303.2, Accoumts
. Payable - Property - Current

{(c)} Revised General Ledger Accowmt No., 303.3, Accounts
.. Payable - Qutstanding More Than One Year

1. New General Ledger Account No. 303.4, Accounts Payable - Current -
Procurement from Armed Services Overseas - is authorlzed for use by the
Finance Division end Account No. 303.2, Accounts Peyable - Property -
Current - and Accoumt No. 303.3, Accounts Payable - Oubstanding More
Than (ne Year - have been appropriately revised in conformance therewith,
Account No. 303.4 is esteblished to provide for accounts peysble to the
Armed Services where the requisitions were submitted and deliveries were
made at oversess locations and the payments are to be made at Headquarters.
Because of the different mechanics used in establishing the individual
items in the records and in the ligquidation of the items, it is deemed
advisable to segregate these payables from those esteblished at
Headgusxrters.

2. Attachments A s B » and C to this Notice provide the descriptions for
these accounts. These accounts will be included in the next revision of
the Manual of Ceneral Ledger Accounts - Finence Divisionm.

3. The Finance Division shall analyze present Account No. 303.2 and
make appropriate recordings in new Account No. 303.4. Also, the Finance
Division shall maintain a continuing analysis of present Account No,
303.3 in order to transfer to Account No. 450 those items for which the
related appropriation has lapsed and the obligation has been cancelled.

BECRET
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BECRET

k, This Notice rescinds Comptroller Notice 6-55 issued 4 April 1955

and is in answer to the memorandum dated 8 December 1955 from Acting

Chief, Finance Division to the Chief, Technical Accounting Staff;
Subject: Manual of General Accounts = Finance Division. Copies hereof
should be provided to each holder of the Manual of Genersl Ledger Accounts =
Finance Division and the ne¥r and revised account descriptions should be
ingerted in the manuals pending issuance of revised pages.

25X1A

ATTACEMENTS ~ 3
A, B, and C

SECRET
- _-,2._-, S,
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N | ATTACEMENT "A" %o
Comptroller Notice Noe 1

303.2 = Ascounts Payable - Cwrrent - Procivement at Headquarters

Thie is & credit balance account representing accounts paysble out-
atan&i::g one year or less to vendirs and suppliers, gther than com

created through receipt of material and -

equipment for which peyment has not been effected. Credits to _thii
sccount will be based on evidence of receipt of mterm and equipment
- piaced in stores. Debits to this accoumt will be made (1) at the time
invoices or bills are processed for payment or for credit to Account No.
146.2 where sdvance payment has been mde and (2) wpon transfer of items
to Accomt 303.3 where they have remained outstanding more than one year.
- |
-
<
BECRET
4 .
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ATTACHMENT "B" to
Comptroller Notice No. 1

3033 = Accounts Payable = Outstanding More Than One Year

This is & credit balance account representing mccomts payable out-
standing for more than one year to vendors and suppliers created through
receipt of materisl and equipment for which payment has not been effected,
Credits to this asccount will bé Wa& upon journal vouchers transferring ‘
accounts payable items outstanding more than one year from Account No.
303+2 and Account No. 303-4. Debits to this sccount will be xmde (1) at
the time invoices or bills are processed for payment ar (2 ) at the time
the related appropriation lapses upon transfer of items to Account Roe.
450 for which billings have not been received and paid by the Agency.
Invoices or bills received subsequent to the transfer of items to Account
Noo 450 will be reinstated in this account prior to processing the peyment,

BECRET
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ot BECRET
ATTACHMENT "C" to
Comptroller Notice Noeo 1
303.4 - Accomnts Payable = Current - Procurement from Armed Services
Overseas
This is a credit balance account representing the Agency's liability
- to the Armed Services created through the receipt of meterial, equipment
or services at overseas installations where payment is to be effected at
- Headquarters. Credits to this account will be made from Consolidated
Receiving Reports received by Headquarters from the respective overseas
installations. Debits to this account will be made (1) at the time
billings from the Armed Services are wocessed for pﬁyﬁent or for credit
~ to Account No. 146,2 where sdvance peyment has been made, snd (2) upon
transfer of items to Account No. 303.3 when they have remained "oﬁts'ta.nd-
ing more than one years
A 4
Sowr
SECRET
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/W? s’ FISCAL .2

' ' ™8 @ =27
v MRD - 20
COMPTROLIER NOTICE NO. 27-55

SUBJECT: General - Manuals of General Ledger Accounts

| - | o Specific - Revised Accounts No. 136 - Appropriated Funds
¥ithdrawn by Finance for Confidential Operations

1. Enclosed are revised Accounts No. 136, Appropriated Funds Withdrawn
by Finance for Confidential Operations, which have been amended to also
provide for the recording of amounts of collections pertaining to confi-
dentisl funds that are received by the Fiscal Pivision to be reflected
a8 reverse expenditures of confidential allotments.

2., Coples of this Notice should ®e provided to all holders of the
. Manuals of General ledger Accounts, and the Attachments "A" and "B"
- should be inserted in the mamusls replacing the descriptions of this
: ' aicount issued as Attachments to Comptroller Notices Nos. 13-55 and
1 "'55_0

25X1A

- ' : Acting Comptroller

ATTACEMENTS-2
~ . BAN ond WRM

ERCRET
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. ATPACEMENT A" to
Comptroller Notice No. 27-55
(Insert inm Fiscal Division
" Manpusl of Cenersl ledger
Accounts ) '

. This debit balamce (reciprocal) sccount will represent the
smount of appropriated funds chitained by the Fimance Division for

sonfidential operations. A separate decimel mccount will be main-

taimed for each fiscal year appropriation. The account will be
debi;% with the amount of vouchers sigred by the DCI proceased
against sppropristions. The account will ke credt with amounts
- of collectiens pertaining to confidential funds that are received
By the Fiscal Division to be reflected ss reverse expenditures of
. eonfidential allotments. The account, also, will be debited or
,%&t the end of the fiscal year the sppropriated funds are
avalliable and quarterly thereafter with sdjustments reported by
the Finance Division (contra emtry to Aecount Ho. 136 for the next
 succeeding fiscal year appropriation). The account, also, will be
 gredited at ithe iime the related appropristion lapses (afisr the
, ment required in the next preceeding sentence has been e
sccomplished) with the balance of this account {contrs to Account

Yo. 505). S
~ Debit this Accownt withs Credit this Ascount with:
() Amounts of DCI vouchers pro- (a) At the end of each fiscal

cessed sgainst the appropriation to year and gquarterly thereafter
provide funds for confidential oper- with adjustments reported »

e

stions, the Finance Division. -
Contra to Accoust 106 Contra to Acesunt 136 for |

L , _ ' the xext succesding fiscal

Pogting Medie: Register of Cash year appropriation, -

bursements Sugported by Vouchsr
Scheduls of Payments (BF-1166).

(b) At the end of each fiscal year
anl guartsrly thereafter with sad-
Justments reported by the Fimance

Divisicn, () Amounts of cellections
- S representing refunds of ,
Contrs to Accowmt 136 for the confidentiel funds that are
BECRET
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ATTACHMERT “1&" to
Comptroller Notice No. 27-55
{Insert in Fiscal Division
Mapual of General Iedger
Accounts )
rext succesding fiscal year sppro- received by the Fiscal Divie
priation. sion to be reflected as
‘ - raverse expenditures of
g Medis: Journal voucher confidential allotments,
?oG»Revhed) supported by -
e e worandum from the Finance Division.  Contra to Account 106

Post Medin: Register of
Cash %eeeivts supported by
C/Ds (8F-209); or in cases
: where amounts are withheld

2%

out of a disbursement, Regiater

" of Cash Disbursements supported
'by Taneher a'nd schedule af

25X1A

S8BCRET
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ATTACHMENT "B" to
Comptroller Notice No.~ 27-55
(Insert in Finance Divislon
Mamel of General Ledger
Accounts)

136 - Appropriated Funds Withdrawn by Finance for Confidential Operations

This credit balance sccount represents the amount of &p-
propriated funds obtained by the Finance Division for confidentlal
operations.

Separate accounts, pumbered under the declmal system, the
suffixed digit being the last digit of the corresponding fiscal
year, are maintained for each figcal year appropriation.

Credit this sccount with the ampunt of all DCI vouchers pro-
cessed against appropriations to provide funds for confidential
operations. Debit this account with amounts collected by the
Fiscal Division that represent refunds of confidential funds to
be reflected as reverse expenditures of confidential allotments.

Debit or credit this sccount ai the end of the first fiscal
year the appropriated funds are evailsble end quarterly thereafter
with an smount which will adjust the conbined balances of Accounts
Nos. 135, 136, and 137 for the same fiscsl year to & combined debit
valance equivalent to the sum of the balances of Accounts Nos. 510
and 520 for the saune fiscal year appropriation (contra entry will
be to Account No.136 for the next succeeding fiscal year appropri-
ation). Debit this account at the time the relsted appropriation
lepses (after the adjustment required in the next preceding sontence
has been a.ceemp‘liaheﬁ) with the balance of this account {contra to
Account No. 510)0

SECRET
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MRD - 19
BAS - 26
TAS - 26

COMPTROLLER NOTICE NO. 26.55

SUBJECT: General - Decentralized Allotment Control Procedure -
' Confidential Funds

Specific - Approved for Use by Office of Logistics; Office
of the Comptroller, and the Office of Personnel

L. The decentralized Allotment Control Procedure - Confidentlszl Funds,

is suthorized for use by the Office of Logistics, the Office of Personnel

and this Office effective as of 1 December 1955 for fiscal years 1956,

1955 end 1954. The procedure provides for the allottees to maintain a

detailed record of the obligstions and report to the Finance Division

on & Summary Obligation Report the cumulative obligetions al the end

of each month for recordation in the official Agency accounts. This

procedure embraces the same principles as those followed by the ﬂD/P

allottees under procedure commonly known as the [[NIEGNGNGNGE 25X1A

2. The Finance, Fiscal and Machine Records Division of the Office

of the Comptroller will maintain the neceseary records for confidential
fund allotments snd property authorizations for their respective
Divislons and will report cumulative obligations and cumulative requi-
sltlons directly to the Accounts Brench, Finance Division.

3. The expenditure documents (invoices) received for payment in the
Fiscal Division relative to the bulk procurement stock accounts (6807,
6895 and 6897) will not be referred to the Office of Logistics for
certification, but will have the allotment charge and obligation
reference number entered thereon from the related obligation documents
prior to being forwarded to the Finance Division for recording.

25X1A

Agting Comptroller

SECRET
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COMPTROLLER NOTICE NO. 25-55
e SUBJECT: General - Menumls of General Ledger Accounts -

Finance Divigion and Fiscal Division

Bpecific - Establishment of New QGeneral Ledgex Accounts
. : Acet. Noo ll“6t3 Advences to Obher U. 8.
o Government Agencies (Appropriation Expenaed)
: Acct, Fo. 146.4 - Advances to Other U. S.
Government Agencies (Approprietion Unexpended)

REFERENCE: Comptroller Notice No. 9-55, dsted 9 May 1955

l. PURPOSE

“&v‘ . i

The purpose of this Notice is to ;pmvi&e new general ledger
accounts for the recording of advances fo other U. S. Government
Agencies so that advances for which no :t‘urbher work orders or re-
quisitions will be provided to the advancee will be recorded as
Agency sppropriation expenditures when disbursed.
_ 2, PROCEDURES
-

8. Current Procedures

The procedures outlined in the reference Notice provide that
advances to other U. S. Governwent Agencies shall be recorded

— as assets in the accounts and not be reflected as approprie-
tion expenditures until liquidated on the basis of certified
statements, invoices, or accountings.

be Reviged Procedures

(1) Advances to other U. S. Government Agencies, pursuant
to agreements or arrangements for services or materials
%o be provided, for which no individual work orders or

SECRET
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%

requisitions are to be issued, shal. be recorded as
eppropriation expendlibures at the time of disburse~
ment, and, as provided in stbperagraph 3b of lNotice
Noe §=55, shall also be recorded as assets in the
sdvence accounts. At the end of each fiscal year,
the amounts recorded as appropristion expenditures
shall be reversed to the amount actually obligated

by ‘the advancee Agency during the filscal year to
which the advence is spplicable, in conformance with
Section 1210 of the General Appropristion Act of 1951.

(2) Advences made which are to be followed by work orders

or requisitions shall continue to be recorded only as
assets wntil receipt of acceptable certified stetements,
invoices or other accountings, at which time the liguida=
tion of the advances and the expenditures shall be
recorded. The provisions of subparagraphs 3a(l) and

(2) of Comptroller Notice No. 9-55 shall apply relative
teo obligations established with respect to such advances.

3. NEW ACCOUNTS

In order to facllitate the recording and reconciling of the
advances to other U. 8. Government Agencies, new general ledger
accounts are provided for use by both the Finance and Fiscal
Divisions, as follows:

Accte No. 1465.3 - Advances to Other U. S. Government Agencies
(Appropriation Expended)
Accte No. 146.4 = Advances to Other U. 8. Government Agencies
' (Appropriation Unexpended)

The descriptions of these asccounts and illustrative Journel entries -

are conteined in Attachments Nos. A and B for the Finance Division
Mannal of General ledger Accounits end in Attachments Nos. € and D
for the Fiscal Division Manual of Qeneral lLedger Accoumbs. These
sccounts will be iIncluded in the Manuals of General Ledger Accounts
when next revised.

L, ESTABLISHMENT OF NEW ACCOUNTS

a« Upon receipt of thls Notice, s review shall be made of the
oubstanding advences to other . 8. Government Agencies and
recordings shall be made transrerring such smounts to the

appropriate new accounts. The estsblishment of the new
accounts rescinds the use of the old Account No. 1%6.L4.

SECRET
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b. Outstanding advances to other U. 8. Government agencies
pertaining to property procurement reflected in the accounts
of the Fiscal Diviasion shall be transferred to the Finsuce
Division through Account No. 137 ~ Lppropristed Punds Dise
bursed by Flscel for Confidential Operations - and all future
advances for property procurement disbursed by the Fiscal
Division shall be transfexrred directly to the Finance Division.

DISTRIBUTION OF NOTICE

S

Coples of this Notice should be provided to each holder of the
Manuals of General Ledger Accounts, and the attachments should be
inserted in the Manuals pending issuance of revised pages.

25X1A

Deputy Cormptroller

ATTACHMENTS -1
A, B, C and D

SECRET

-3~
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ATTACHMENT "A" to .
¢ ptroller Notice Now2s=55

(Insert in Finance Division Manml
_ of General Ledger Accounts)

146.,3 ADVANCES TO OTHER U. 8. GOVERNMENT AGENCIES (Appropriation
Expended ) o '

This 8ebit balance account represents advances made to other -
Ue 8. Government sgencles, pursusnt to agreements or arrangements
for services or maperials which do not provide for the lssuance of”
work orders or requisitions. These disbursements represent liguida~
tions of the cbligations of the agreements and therefore shall be
reflected s appropriation expenditures and carried in an asset
control account pending the receipt of periodic accountiongs.

Debit this account with amounts of advances to other U. 5.
Government agencies which are not to be followed wilth work orders
or requisitions. Credit this account with amounts repressnting
certified statements, Invoices, accountings, and refunds of cash.
Receiving reports shall support accountings for property transactions
and bills=of-lading for transections pertaining to transportation
charges.

Subsidiary accounts shall be meintained by agency and purpose
of advance. '

l. Recording of Advances

Debit: 146.3 - Advances to Other U. S. Goverument dgencies
: (Appropriation Expended)

- Credit: 137 - Approprilated Funds Disbursed by Piscal
for Confidentisl Operations

Pebit: 520 = Unliguideted Obligations
Credit: 530 - Expended Appropriations

SECRET
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ATTACHMENT "A" %o .
Compiroller Notice No. 2358

(Insert in Finance Division Manual
of Genersl Ledger Accounts)

2. Ligquidation of Advances (per accountings)

Debit: 303.1~ Accounts Payable - Property
or
Debit: 600.8 - Current Costs -

Credit: - 1h46.3 - Advances to Other U. S. Government Agencies
(Appropriation Expended)

3. Refund of Cash %o Fiscal Division

Debit: 137 - Appropriated Funds Disbursed by Fiscal for
Confidentlal Operations

Credit: 146.3 - Advances o Other U. S. Government Agencies
(A_ppl‘@pl’ia'bion Expended)

Deblt; 530 - Ebcpended Appropria‘bipns

Credit: 510 -~ Unouvligsted Allotments

SECRET
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ATTACHMENT "B" to L
Co ptroller Notice No.oS ~S3

(Insert in Finance Division Manual
of Genersl lLedger Accounts)

146.4  ADVANCES TO OTHER U. §. GOVERNMENT AGENCIES (Appropriation
Unexpended )

This debilt balance account represents advances made to other
U. S. Govermment agencies pursuvant to agreements or arrangements for
the procurement of services or materials which are {o be followed by
the issuance of work orders or requisitions. These disbursenents will
be represented by recorded obligations upon issuvance of work orders or
requisitions. The liguidation of cbligations established by such work
orders or requisitions will be recorded based upon perlodic accountlngse.

Debit this account with amounts of advances to other U. 8.
Government agencies which are to be followed by work orders or requisi=
tions. Credit this asccount with amounts repvesenting certified state-
ments, invoices, accountings, and refunds ci .ash. Recelving reports
shall support accountings for properiy transactions and bills-of-lading
for transactions pertalining to transportation charges.

Subsidiary accounts shall be maintained by agency and purpose of
advance.

ILIUSTRATIVE JOURNAL ENTRIES
l. BRecording of Advances

Debit: 146.4 = Advances to Other U. 5. Government Agencies
{Appropriation Unexpended)

Credit: 137 - Appropriated Punds Disbursed by Fiscal
for Confidential Operations

2« Liguidstion of
Debit: 600.1 - Current Costs
v L2 property
Debits - 303.1 - Accounts FPaysble Property
Credit: - 146." = Advances to Other U. S. Government
Agencies (Appropriation Unexpended )

SECRET
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o ATTACHMETT "B" to
S’ Comi broller Notice Noeds= s

(Insert in Finance Division Manusl
of General Ledger Accounts)

Debit: 520 - Unliquidated Obligations

Credit: 530 - Expended Appropriations
) 3. Refund of Cash to Fiscal Division

Deblt: 137 - Appropriated Funds Disbursed by Fiscal for
Contidentisal Operations

. ' Credlt: 1M6.L - Advances to Other U. 8. Govermment
. Apencies (Appropriation Unexpended )

. +
A 4

-’ “ 2o

SECRET
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ATTACHMENT "C" to _
Compt: ller Notilce No, «25 —3F

{(Insert in Piscal Division Manual
of General Ledger Accounts)

146.3 ADVANCES TO OTHER U. S. GOVERNMENT AGENCIES (Appropriation
Expended )

This debit bhalance account shiall represent sdvences made to
other U. 8. Government agencies, pursuant to agreements or arrange-
ments for services which do not provide for the issuance of work
orders or requlsitions. These disbursements represent liguidations
of the obligations of the agreements and therefore shall be reflscted
as approprietion expenditures and carried in an asset control account

pending final accounting.

Subsidiary accounts shall be malntained by agency and purpose of

advance.

Debit this Account withs:

Amounts of advances to other
Ua. S. Governmeni agencles
pursuant to agreements or
arrangements for services
which go not provide for
the issuance of work orders
or requisitions,

Contra to Account 106.

Posting Medla: Register of
Cash Disbursements supported

by Voucher and Schedule of
Payments (SF<1166)

TIVE JOURNA, TES
1. Recording of Advances

Credit this Account with:

(&)} Amounts representing certi-
Tled statements, invoices, or
other accountings.

Contra to Account 600.1

Fosting Medim: Jowrnal Voo chow
supported by accountings, cerii-~
fied to by the Disbwrsing Agency,
and 1f trensportetlion charges by
copies of bills=of-lading.

(b) Refunds of Cash

Contra to Account 106

Pogting Media: Register of
Cash Recelpts supported by

Certificates of Deposit.

Debit: 146.3 = Advances to Other U. S. Government Agencies
(Appropriation Expended)

Credit: 106 ~ Disbursing Funds

Approved For Release 2000/04/14 :ECRA RIAPE8D5244A000100020001-4
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o ATTACEMENT "C" %o
S Coii troller Notice No.=2S S

(Insert in Fiscal Division Menuael
of General Ledger Accounts)

Debit: 520 - Unliquidated Obligations
Credit: 530 - Expended Appropristions

2. Liquidation of Advances (per accowmntings ) f

Debit: 600.1 = Current Costs

“—_—
Credit: 146.3 - Advences to Other U. S. Government
Agencies (Appropriation Expended )
A .
Debit: 106 - Disbursing Munds _
Credit: 146.3 - Advances to Other U. S. Government -
Agencies (Appropriation Expended )
Debit: 530 - Expended Appropristions |
A —d Cradit: 510 ~ Uncbligated Allotments
"w:
~ BECRET
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ATTACHMENT "D® to
Compti ller Notice No, =28 =St

(Insert in Fiscal Division Manusl
of General Ledger Accounts)

k6.4 ADVANCES TO OTHER U, 8. GOVERNMENT AGENCIES {Appropriation
Unexpended ) _ ‘

This debit balance account shall repreasent advances uade to
other U. 8. Government agencies » Pursuant to agreements or arrange-
ments for the procurement of services vhich are to be followed by
the isguance of work orders or requisitions. Thesge disbursements
will be represented by recorded obligations upon issuance of work
orders or requisitions. The liquidation of obligations estsblished
by such vork crders or requisitions will be recorded based upon
berledic accountings.

Bubsidilary accounts shall be maintained by agency and purpose

of advance.

Debit this Account with: Credit this Account withs
Amounts of advances Lo other {8) Amounts representing certi-
Us 8. Govermment agencles fied statements, invoices, or
pursuvant to agreementes or other accountings.
arrangenents for gervices
which are to be followed by Contra to Account 600.1
the 1ssuance of work orders
or requisitions. Pogting Meddis: Journsl Voucher:

supported by accountings, certi-
Contra to Account 106 Tled to by the Disbursing Agency,
e#nd 1f transportation charges by
Pogting Medin: Register of coples of bills-of-lading.
Cash Disbursements supported

by Voucher snd Schedule of (v} Refunds of Cask
Payments (SP-1166) _
‘ Contra to Account 106

Poet Media: Register of
Cash Receipts supported by
Certificates of Deposit.

SECRET
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ATTACHEMENT "D" %o
Cony. sroller Notice NoeZ™=<SS5™

(Insert in Fiscal Division Manual
of Gencral Ledger Accounts)

Le cordine of Advences

Debit: 146.4 - Advances to Other U. S. Government
Agenciez (Appropriation Unexpended)

Credit: 106 - Disbursing Funds

2. Liguidation of Advances (per accountings)
Debit: 600.1 ~ Current Costs

Credit: 146.4 - Advances to Other U. S. Government
Agencies (Appropriation Unexpended)

Debit: 520 - Unliquidated Obligations
Credit: 530 ~ Expended Appropriations
3« Refund of Cash

Debit: 106 - Disbursing Funds

Credit: 1b6.h - Advances to Other U. 8. Government
Agencies (Appropriation Unexpended)

- oa
SECRET
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21 October 1955

Mesen 8 by 0 e o PTG - 25

FISCAL - 21
MRD - 17
PAS - 24
TAS ~ 2k

COMPTROLLER NOTICE NO. 2h-i

SUSJECT: General - Announcement of Assignment to Key
Position

Specific _Designated as 25X1A
Acting Comptroller
During the absence of the Comptroller for the period
from 26 October 1955 through 2 January 1956, Mr. Robert H.
25X1A I o5 been designated Acting Comptroller. Correspond-
cnce and other cfficial documents norrally prepared for the
signature of the Comptroller during this period shall be

rreparcd for the signature of the Acting Corpiroller.

25X1A

L« Ry SAUNDERS
Cemptroller

SECRE?Y
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ﬁ,, M BECRET
; , |V 16 Septenmber 1955
/
Q BUDGET - 22
FINANCE - 21
O \ FISCAL = 20
] : TAS - 23
COMPTROLLER NOTICE NO. 23-55 PAS - 23

SUBJECT: General - Public Law 9U, Bhth Congress, 28 June 1955

1.

&.

B

"Federal Employees Salary Increase Act of 1955

Specific - Lump-Sum Retroactive Payments to Certain Employees

Pursuant to the "Federal Employees Salary Increase Act of 1955,"
the Director of Central Intelligence adopted the salary schedules
in Section 2 therein, retroactive to 13 March 1955, for all staff
persopnel of this Agency whose compensation is fixed esdminis- .
tratively on the basis of compensation schedules of the
Classification Act ef 1949, (Reference - Headquarters Notice

In effecting the adjustment of compensation due eaployecs on the
confidential funds payroll at 28 June 1955, who had been trans-
ferred from the vouchered funds payroll during the retroactive
period begimning 13 Mesreh 1955, 1t 18 necessary vo insure that
the procedures employed do not vliolate the conf'idential character
of personnel security information.

PURPOSE

The purpose of this Notice is to set forth the procedures that are
to be followed by the Fiscael and Finance Divisions in processing
for payment to these certain employees the smounts of compensation
due covering that part or parts of the retroactive period when the
employees were carried on the vouchered funds payroll.

PROCEDURES

The Fiscal Division shall prepare a 1list of the employees who from
1418 records indicate that they were transferred to the confidential
funds payroll during the retroactive period, and submit it to the
Fipence Division for verification that the employees have been
picked up on the-confidential funds payroll and are entitled to the

BECRET
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BECRET

retroactive pay adjustment in accordsnce with Section 10 of Public
I&w 9!"9 ’ .

The Fisecal Division shall prepare schedules reflecting by employee
the beginning and ending dates of that portion or portions of the
retroactive period that they were carried on the vouchered funds
payroll and the particular amounts with respect to earnings and
deductions and the net amount due emch employee. These schedules
shall be certified to by the Fiscal Division and transmitied to
the Fipance Division.

The Finance Division shall process the peyment of these salary
sdjustments to the employees in the next regular payroll and record
all of the payment factors in its regular payroll records.

These payments shall be charged to the 1955 fiscal year allotment

accounts corresponding to the 1956 fiscal year accounts to which
the employees'current salaries are chargeable.

25X1A

uau

SECRET
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BECRET
16 September 1955

BUDGET - 21
FINANCE -~ 20~
FISCAL =~ 19
MED - Xi6
. PAS =22
COMPTROLLER NOTICE NO. 2255 . TAS - 22

BUBJECT: Geperal - Finance Division Chart of Accounts

Specific - New Gemseral Ledger Accounts for Control of
Property Authorizeation

1. To fuplement [ (tentstive Propsrty Authorization
Control Procedure) the four mew gemeral ledger accounts listed

below are auvthorized and shall be waintsined with decimal suffixes
to denote the appli@able Fiscal Years

Account No. 511 - Property Authorizations
" ¥ 512 - Upuged Property Authorizations
¥ ¥ 522 - Unfilled Reguisitions
" ¥ 532 - Property Issues

2. Attachments "A", "B", "C" and "D* to this Notlce provide de-
scriptions of these rew accounts snd Attachment "E" sonteins illus-
trative jouwrnal entries for these acscownts. These accounts will be
ineluded in the Mapual of Genersl Ledger Accounts - Fipance Division,
when next revised.

3. Copies of this Notice should he provided to each holder of the
Manual of Genmersl ledger Accounts - Pimewee Division, and the
attachments should be inserted in the memuvals pending issuance of
revised peges.

25X1A

Deputy Comptrollexr

ATTACHMENTS =5
A,B,C, D and E

EECRET
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ATTACEMENT "A" to
Comptroller Hotice No. 2255

311 - Property Authorizetions

_ "This is a debit balance (budg;tu'y) account maintained to show
the total property authorizations issued during the fiscal year.
A separste decimal account will be maintained for each fiscal year
suthorization. This sccount will be debited with the total property
suthorizations issued by the Budget Division (contrs eredit to
Account 512). This account will be credited with property author-
zations canceled or reduced (contra debit to Account 512).

R
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Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
SBECRET

ATTACHMENT "B" to -
Comptroller Hotice No. 22-55

12 - Unused Pro Authorizations

This is & credit balance (budgetary) account uaintained to show
the total amount of unused property authorizations. A separate
decimal account will be maintained for each fiscal year suthorization.
This account will be credited with property authorizations issued
(contra debit to Account 511). This sccount will be debited with
property requisitions issued (contra credit Account 522) and with
property euthorizations cancelled or reduced (contra credit Account
511). Two years after close of fiscal Year for which the account was
established the credit balence in the account will be closed into
Account 511.

BECRET
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ATTACEMENT "C" to -
Compiroller Notice No. 22-55

ERE " 288 = Unfilled Reguisitions

This is & credit balance (budgetary) mccount waintained to show

. the amount of requisitions issued but not yet filled. Separate decimal
accounts will be maintained for each fiscal Year authorization. The

~ | sccount will be credited with the amount of requisitions issued
{contra debit to Account 512) and will be debited with the amount of
property i'ssuel (contra credit to Account 532). Two Years after the
close of the fiscal year for which the Account wes established the

~ ¢redit balance in the sccount will be closed into Account 511.

—-—

4

~
SECRET
Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4



Appg;c;ved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4

- N SECRET

ATTACHMENT "D" to
Comptroller Notice No.
22-55

| This is & credit balance (budgetary) account meinteined to show
o the total amount of property issues applicable to reguisitions placed
during the fiscal year. The account will be credited with such

property issues (contra debit to Account 522). Twe years after close

I S
5 of fiscal year for which the account was established the credit balance
in the account will be closed into Account 51l.
q
‘|
L

i BECRET
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SECRET
ATTACEMENT “E* to
Comptroller Notice No.
22455

Journal Entries:

1. (a) Receipt of Property Authorizetion .
Debit: 511 - Property Authorizations
Credit: 512 - Unused Property Authorizations
' , . (b) Adjustment to Reduce Property Authorizstion
i Debit: 512 - Unused Property Authorizations
| Credit: 511 - Property Authovisetions

L Posting Media: Allotment and Authorization Advice issued by
B Budget Division.

| 2. Property Requisition to Logistics
})ebi.t: 512 - Unused Property Authorizations
Credit; 522 - Unfilled Requisitions

- Posting Medie: Suumary Obligation and Property Requisition
Report. o

3. Pm&!g Issues
- Debit: 522 - Unfilled Reguisitions
Credit: 532° - Property Issues

" Posting Media: IBM listing “"Property Status Report” Summary =~
posting.

i": e , BECRET
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| W% e. 4#‘ L G Y . 13 September 1955

-
25X1A
- 25X1A
25X1A
':i._ N
g LV

BUDGET - 19
FINANCE - 18
FISCAL - 17
MRD - 33 /4
PAS - 20
COMPTROLLER NOTICE HO. 20-55 TAS - 20

SUBJECT: General - Anmnouncement of Assignmment to
Key Position ~

specteic - .

b N v i 1) sssune the duties of Acting Chief,
Finance Division during the period from 12 Septenber 1955 through

9 Deceuber 1955 vice Mr. [ vio vi11 ve 1n sttensance
at the Harvard Schoeol of Business Administration during this perioed.

25X1A
E. R. SAUNDERS

SECRET
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SECRET
12 September 1955
BUDGET -18
FINANCE -17
FISCAL -16
PAS ~19
COMPTROLLER NOTICE NO. 19-55 TAS -19
MmEe> - 73

SUBJECT: - General - Manual of General Ledger Accounts - Finance Division'

Specific - New General Ledger Account 300.4 - Accrued.
Compensation to Agents - Headquarters Deposits

1. Subject general ledger account is authorized for use by the
Finance Division. : :

2, Attachments "A" and “B" contain the description of, and illus-
trative journal entries for account No. 300.4.

3. Copies of this notice should be provided to each holder of
the Manual of General Ledger Accounts - Finance Division, and the
attachments should be inserted in the Manual pending issuance of
revised pages.

25X1A

Deputy Comptroller

ATTACHMENTS - 2
A, B

SECRET
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ATTACHMENT “A" to

Comptroller Notice No. 19-55

Account 300.4 - Accrued Compensation to Agents - Headquarters
Deposits

This credit balance account represents amounts due agents
which will be deposited periodically at Headquarters level to
agents’ bank accounts. The amounts credited to this account will
normally represent (1) the difference between amounts credited to
account 302 - Counter Checks Payable and the full dollar amounts
actually deposited in gcash to agents’ bank accounts at the time
the counter checks are processed (these credits will constitute odd
amounts usually of less than $1.00) and (2) amounts held for
subsequent deposit to be paid by check rather than cash (usually
amounts of less than $10.00). Debits to this account will
represent amounts deposited every six months to the agents’ bank
accounts. Subsidiary ledgers will be maintained for each agent.

SECRET
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SECRET

ATTACHMENT "B" to

Comptroller Notice No.19-55

4. To effect payment to sgents’ bank account every six months:
Debit: Account 300.4 - Accrued Compensation to
Agents - Headquarters
Deposits $3.42
Credit: Account 146.7 - Imprest Fund Advances $3.42
or
Account 103 - Cash on Hand for Disbursing

or

Account 110 - Cash in Bank - Covert Accounts

-2 -

SECRET
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SECRET
Sow’
ATTACHMENT "B" to

Comptroller Notice No. 19-55

Illustrative Journal Entries

—_— Account No. 300.4 - Accrued Coizpensation to Agents -
Headquarters Deposits

1. At time of processing counter checks:

Debit: Account 302 - Counter Checks Payable $150.57

.
Credit: Account 146.7 - Imprest Fund Advances $150.00
Account 300.4 - Accrued Compensation to
Agents - Headquarters
Deposits $ .57
- 2. At time of processing the counter check through Cash on Hand:
Debit: Account 302 - Counter Checks Payable $150.93
Credit: Account 103 - Cash on Hand for
Disbursing $150.00
Account 300.4 = Accrued Compensation
y to Agents - Headquarters
- Deposits $ .93
d. At time of processing Counter Checks in an amount less than
$10,00:
- ) Uebit: Account 302 - Counter Checks Payable $ 9.78
Credit: Account 300.4 - Accrued Compensation
to Agents - Headquarters
Deposits $ 9.78
- SECRET
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29 August 1955

COMPTROLLER NOTICE NO. 18-55

SUBJECT: General - Manual of General Ledger Accounts -
’ Fiscal Division

BUDGET -~ 17
FINANCE -17
FISCAL .15
PAS -18
TAS -18

Specific - Change of General Ledger Account No. 310.4-FICA

Taxes to No. 310.6-FICA Taxes

1. Effective 29 August 1955, general ledger account No. 310.4-FICA
Taxes (including both employees' and employer's contributions) is
changed to Account No. 310.6-FICA Taxes (including both employees'
and employer's contributions). Pen and ink change should be wmade to
effect this revision in the account number on page 20 of the Manual
of General Ledger Accounts for Fiscal Division, pending issuance of

revised pages.

2. Coples of this Notice should be provided to each holder of the

Manual of General Ledger Accounts - Fiscal Division.

Deputy Comptroller

SECRET

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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- SECRET
flrociniled by 04 -0 & 135
7 BUDGET - 16
| FINANCE - 16
FISCAL - 14
COMPTROLIER NOTICE NQ. 17-55 MRD - 12
PAS - 17
TAS - 17
SUBJECT: GENERAL - Announcement of Assignments to
Key Positions
25X1A SPECIFIC -
v .
25X1A
1. Effective 11 July 1955 Colonel |G ossucea
25X1A the duties of Assistant to the Comptroller. In this position
Colonel I vi1) sssume certain of the duties previously
performed by the former Assistant Comptroller, including but
not limited to the responsibility for liaison contacts relative
‘ to advances to and from other Govermnment egencies.
et assumed the duties 25X1A

2. Effective 1 August 1955, Mr.
of Acting Deputy Chief, Finance Division, vice Mr.
who on that day assumed the position of Special Support Assistent
(Comptroller), designated to serve on the staff of the Special
Bupport Assistant to Deputy Director (Support).

' ‘ 25X1A
3. Effective 8 August 1955, &u* formerly of the
Technical Accounting Staff, Cffice o e Comptroller, assumed the

‘;gx A duties of Acting Chief, Accounts Branch, Fimance Division, vice
& .

25X1A

25X1A

. 8B8ECRET
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SECRE®T
Rrseindid by (W7 GG 2 aay 15
BUDGET - 15
FINANCE « 15
MRD - 11
: PAS - 16
COMPTROLLER NOTICE NO. 1655 TAS - 16
: . ‘ Fiéea b -/ >

SUBJECT: General = Allotment Control Procedure =
Confidnetial F'unds

Specific ~ Approved for use by DD/I Allottees and
the Offlice or Tralning

This Office has prepared an Allotment Control FProcedure -~
Confidential Funds, and has authorized the use of the procedure
by the various allottees of the DD/I Ares and the Office of
Training to be effective beginning as of 1 July 1955 for Fiscal
Years 1956, 1955 and 1954. The procedure provides for the
allottees to maintain a record of the detail obligations and
only report to the Pinance Division on a Summary Obligation Re-
port the accumulative obligations at the end of each month for
recordation in the official Agency accounts. This procedure
enbraces the same principles as those followed

allottees under procedwre commonly known as the 25X1A

25X1A

Deputy Comptroller

SECRET
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* (/
| SECRET

1 July 1955

BUDGET = 14
FINARCE - 14
FISCAL ~ 12
MRD « 10
PAS « 15
: TAS - 15
COMPTROLIER NOTICE KO, 15-55

BUBJECT: General -~ Manual General Ledger Accounts -
Finance Division

Specific - New Accounts to Provide Control Over
- Funds or Property Acquired from Deceased
Agency Personnel

1. The Finance Division occasionally receives valuables acquired
by the Agency from deceased agents or employees t0 be held until
such time as they can be disposed of to the next of kin or designees.
In order to provide adequate accounting control over thesze valu-
ables; the following new general ledger accounts are authorized

for use by the Finance Division:

Account No. 115;3 ~ Cash in Bank ~ Acquired from Deceased
Agency Personnel -

Account No. 193 = Personal Effects (Other than Cash)
Acquired from Deceased Agency Personnel

Account No. 361 = Persopal Effects ,of' Deceased Agency Per-
sonnel Held for Next of Kin or Designees )

2. Attachment "A", "B" and "C" to this Notice provide the de~
scriptions for these new accounts and Attachment "D" contains
illustrative Journal emtries for the accounts. These accounts '
Will be included in the Manual of General Ledger Accounts ~ Finance
Division when next revised. ' '

3. Coples of this Notice should be provided to each holder of
tlie Manual of General Ledger Accounts = Finance Division s and the
attachments should be inserted in the manuals pending issuance
of revised pages. '

25X1A

ATPACHMENTS ~dt
A, B, Cand D

SECRET?T
Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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‘ _ " SECRET
ATTACHMENT "A" to
Comptroller Notice No. 15-55
115.3 - Cash in Bank - Acquired from Deceased Agency Personnel
This debit balance account represents cash acquired
from deceased Agency personnel and held for payment to
- their next of kin or designees. Debit this account with
cash acquired from deceased agents or employees and de-
o posited in special bank account. Credit this account
with withdrawals made for delivery to the next of kin
or designees.
w H
% ]
_,
SECRET
| -
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ATTACHMERT "B™ to -
Comptrolier Notice No. 15-55

193 = I’ersml Effects IOther than Cash) Aegnired from Deceased
Agency Personne.

This debit balance account represents a nominal value

of $1. 00 for each item of personal effects (other than

m!.ah) acquired from deceased Agency persomnel, and held

Tor delivery to their next of kin or designees. Debit

this eccount in the amount of $1.00 for each item of per~
sonal effects (other than eash) acquired from decemssed
agents or empléyeea and held for safekeeping by the Monetary
Branch, Finance Division. Credit this account in the

amount of $1.00 for each item of personal effects released
for daliveiy to the next of kin or designees.

SECRET

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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ATTACHMENT "C" to -
Comptroller Notice No. 15-55

*

361 = Personal Effects of Deceased Agency Persoxmel Held for

Next of Kin or Designees

This credit balanqe account represents the Agency's
liability for cash and other personal effects acquired
from deceased Agency personnél and held for disposition

| %o the next of kin or designees. Credit this account
with amounts of cash received and deposited in special
bank account; and a nominal value of $1.00 for each item
of personal effects (other than cash)‘ acquired from d.e--.j
ceased Agency persomnnel., Debit this account for the
amount of cash withdrawals made; andfor for the amount
of $1.00 for each item of persomal effects (other than
cash) released for delivery to the next of kin ar
desigvneesq Subsidiary ledgers shall be maintained for
each deceased agent or employee., The subsidiary ledgers

shall contain a full description of each item.

SECRET
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-

SECRET
g "
ATTACHMENT "D" to0 -
Comptroller Notice No. 15~55
JOURNAL ENTRIES:
1. Cash and/or Personal Effects (Other than Cash) Acquired
. from Deceased Agency Personnel
Debit: 115.3 -~ Cash in Bank Acquired from Decessed Agency
Personnel ,
. and for
h 4
" 193 =~ Personal Effects (Other than Cash) Acquired
from Deceased Agency Personnel
Credit: 361 « Personal Effects of Deceased Agency
Personnel Held for Next of Kin or
Designees
A Posting Media: Form No. 33-10 - "Confidential Funds Posting
Voucher™ supported by copy of memorandum or
other decumentation received from the
Monetary Branch, Pinance Division
2. Cash and/or Personal Effects (Other than Cash) Acquired
< from Deceased Agency Personnel Released for Delivery
to the Next of XKin or Designees®
Debit: 361 - Personal Effects of Deceased Agency Personnel
Held for Next of Kin or Designees
\ .
Credit: 115.3 ~ Cash in Bank Acquired from Deceased
Agency Personnel
and for
" 193 =« Personal Effects (Other than Cash)
, : Acquired from Deceased Agency Personnel
. SECRET
-’
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SECRET

ATTACHMENT "D" to -
Comptroller Notice No. 15«55

Posting Media: Form No. 33~10 -~ "Confidential Funds
Posting Voucher" supported by copy of memo-
rendum authorizing delivery of personal
effects to designated individusls.

* NOTE: Authorization shall be cbtained by the Monetery Dranch,

: Finance Division, from Chicfso of Divisicas or ohiov
Agency Components before disposition of perscnal effects
of deceased Agency personnel may be made.

SECRET

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100(?20001-4
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SECRET

30 June 1955

BUDGET =~ 13
FINANCE - 13
FISCAL =~ 11
MBD  ~9
PAS < 1k
TAS - 1
COMPTROLIFR NOTICE NO. 1li~55

f— SUBJECT: General - Finance Division Chext of Accounts

Specific -~ New and Beviﬁed‘ﬁcceunts for Disbursing
Officer's Cash ~ Awailsble to Finance
Division

l. The three general ledger accounts listed below (Attach-
ments A; B and C) are authorized for use in lieu of the ypresent
general ledger Account No. 135 = Disbursing Officerts Cash -
Availsble to Finance Division, effective 1 July 1955:

. No. 135 « Appropriated Funds Allotted for Confidential
g - Operations

No. 136 - Appropriated Funds Withdrawn by Finance for
Confidential Operations

No. 137 « Appropristed Funds Disbursed by Fiscal for
Confidential Operations

- It will be necessary to analyze present Account Nos. 135.L
and 135.5 to permit appropriate recordings in the new accounts
ag of 1 July 1955.

24:. Coples of this Notice should be provided to each holder
of the Manual of General ledger Accounts - Finance Division,
and attachments should be inserted in the manual pending issu-
ance of revised pages.

25X1A

Deputy Comptrolier

ATTACHMENTS -3
A, Band C

— SECRET
Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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SECRET

APTACHMENT-A t0
Comptroller Notice No. 1k-55 .

- §

135 - Appropristed Punis Allotted for Confidential Operations

This debit balance account represents the emount of appro-
priated funds allotted for confidential operations. A separate
account m:;bered' under the decimal system, the suffixed digit
being the last digit of the fiscal year, i{s maintained for each
fiscal year appropristion. Debit the account with the amount
of cmfidenti.al fund allotments. Debit ar credit this account,
&5 appropriate ; for the amount of adjustments in confidential
fund allotments. Credit this sccount with the balance of the
account when the related appropriation lapses (contra to

Account No. 510).

SECRET

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001;4
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SECRET

ATTACHMENT-B to
Comptroller Notice Ne.

Apropristed Funds Withdrawn by Finance for Confidential
~ QOperations

This credit balance account represents the amount of
appropristed funds cbtained by the Finance Division for conti-
dential operations. A separste account nunmbered under the
decimal system, the sﬁfﬁe& digit being the last digit of the
corresponding fiscal year, is maintained for each fiscal year
appropristion. Credit this account with the amount of all DCI

youchers processed against spproyristions to provide funds for

© cenfidentisl operations. Debit or credit this account at the

end of the first fiscal year the appropriated funds are avail-
able and quarterly thereafter with en amount which will adjust
the combined balances of Account Nos. 135, 136 and 137 for the
same fiscal year to a combined debit balanee egquivalent to the
sun of the balances of Account Nos. 510 and 520 for the same

fiscal year appropriation (contra entry will be to Account No.

136 for the next succeeding fiscal year appropristion). Debit

55

this account at the time the related appropriation lapses (after

the adjustment reguired in the next preceding sentence has been
accomplished) with the balance of this account (contra to

Account No. 510).

SECRET
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: SECRET

ATTACHMENT-C to '
Comptroller Notice No. 1455

137 ~ Approprinted Funds Disbursed by Fiscal for Confidential
m tions . '

This credit balance account represents the amount of
funds disbursed by the Fiscal Division chargeable to canﬁ;
dential fundsy DCI vouchers will be recarded in Account ﬁa.
136. A separate account mmbered wnder the decimal gystenm,
the suffixed digit being the last digit of the applicable
fiscel year, is mmintained for each fiscal Yesxr appropristion.
Credit this account with the amount of all ﬂiabursemnté of
appropriated funds by the Fiscal Division for confidential
operations. Debit this account at the time the related
sppropriation lapses with the balance of this account (contra
40 Account No. 510).

BECRET

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4



i

CRET

- \ ) |
i’?;écp’érﬁée’r—ﬁs’r’mﬁ’é's{ ;3 o?lﬂn@sﬁﬁﬁﬂmoozoOMA
€

30 June 1955

BUDGET ~ 12

FINANCE ~ 12

FISCAL « 10

PAS =213

S TAS - 13

COMPTROLLER NOTICE NO. 13~55 - '

SUBJECT: General - Revision No. 2 - Manual of General ILedger
Accounts for Fiscal Division

Specific -~ New and Revised Accounts for Disbursing
Officer's Cash - Available to Finance
Division

1. The three general ledger accounts listed below {Attach~
ments A, B and C) are authorized for use in lieu of the present
general ledger Account No. 135 - Disbursing Officer's Cashe

~ Awvalleble to Finance Division, effective 1 July 1955:

No, 135 - Appropriated Funds Allotted for Confidential
Operations

No. 136 ~ Appropriated Funds Withdrewn by Finance for
Confidential Operations

No. 137 « Appropristed Funds Disbursed by Fiscal for
~ Confidential Operations '

It will be necessary to analyze present Account Nos. 135.h4 and
135.5 to permit appropriate recordings in the new accounts as

of 1 July 1955.

2. The attachments (new pages 1%, 14A and 14B) should be
inserted in the present General ledger Accounts to Fiscal
Division. Pen and ink changes also should be made by each
holder of the menual in the illustrative journal entries Nos.
10, 1k, 16, 17, 21 and 25, changing the account number and
title of 135 - Disbursing Officer's Cash - Availsble to

Finance Division to 137 ~ Appropriated Funds Disbursed by Fiscal
for Confidential Operations. A copy of this Notice should be
provided for each holder of this manual.

25X1A

Deputy Comptroller

ATTACHMENTS«3
Approve%’Fcl;'r ﬁ%‘?’egse 2000/04/14 : CIA-RDP78-05244A000100020001-4
BECRET
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SECRET -
: ATTACHMENT=-A to
Comptroller Notice No. 13-55

135 « Appropriated Funds Allotted for Confidentisl Operatioms

This credit balance (reciprocal) will represént the
amoun‘h of appropriated funds allotted for confidential opera-~
tions. A seperate decimal account will be maintained for
each fiscal year appropriation. The account will be credited
with the amount of confidential funds allotments and will be
debited with reductions in the amount of such allotments..
The account also will be debited with the balance of the
account when the appropriation lapses (contra to Account No.
505).
Debit this Account withy/ Credit this Account with
6. (a) Amoﬁnts of unexpended balances lgxiomt of appropriated funds
of sppropriations in this ac- avgilable for withdrawal by
count to be transferred to the the Finance Division.

- gertified claims account of the
Treasury.

Contra to Account 505, Contra to Account 505.

Posting Medie: Journal Voucher Posting Media: Journal voucher
(SF 1017-G-Revised) supported by (SF 1017-G-Revised) supported
an Allotment Advice in the same by memorandum from Budget
amount as the balance shown in Division.

this account to be transferred

to the Certified Cleims Account

of the Treasury.

SECRET

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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ATTACHMENT-B to
Comptroller Notice No. 13-55

136 - Appropristed Funds Withdrawn by Finance for Confidential
Operations

This debit balance (reciprocal) account will represent

the amount of appropriated funds obtalpned by the Finance Divi-
sion for confidential operations. A separate decimal account
“will be maintained for each fiscal year appropriation. The
account will be debited with the amount of vouchers signed by
the DCI processed against appropriations. The account, also,
will be debited or credited at the end of the fiscal year the
appronriated funds are availeble and gquarterly thereafter with

“ad justments reparted by the Finance Division (contra entry to-
Account No. 136 for the next succeeding fiscal year appropria~
tion). The account, also, will be credited at the time the
related appropriation lapses (after the adjustment required in
the next preceeding sentence has been accomplished) with the
balance of this account (contra to Account No. 505).

Debit this Account with: Credit this Account with:

‘ a
{a) Amounts of DCI vouchers pro- At the end of each fiscal
cessed against the appropriation 10  year and quarterly thereafter
provide funds for confidential oper~ with adjustments reported by

ations. - the Finance Division.
Contra to Account 106, Contra to Account 136 for the
: . next succeeding fiscal year
Pogting Media: Register of Cash appropriation.

Disbursements Supported by Voucher

and Schedule of Payments (SF-1166). Posting Media: Journal
voucher (SF 1017-G-Revised)

(b) At the end of each fiscal year  supported by memorandum from

and quarterly thereafter with ade- the Finance Division.

Justments reported by the Finance o

Division.

Contra to Account 136 for the
next succeeding filscal year appro-
riation.

Posting Media: Journal voucher
(SF 1017-G-Revised) supported by
memorandum from the Finance Division

SECRET
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h ATTACHMENT-C to
Comptroller Notice No. 13-55

137 - Appropriated Funds Disbursed by Fiscal for Confidentisl
Ogrations , '

This debit balance (reciprocal) account will represent
the amount of funds disbursed by the Fiscal Division, charge-
8ble to confidential funds; DCI vouchers will be recorded in
Account No. 136. A separate decimal sccount will be maintained

e for each fiscal year appropriation. Debit this scooumt with

the amount of all disbursenents of appropriated funds by the

Fiscal Division for confidential operations, Credit the account

at the time the related appropriation lapses with the balance

- of the account (contra to Account KNo. 505).

Debit this Account with: Credit this Account with:

14, Amounts of vouchers scheduled 10. Amownts of bills rendered
by the Fiscal Division for pay= for collection of refunds to
ent from vouchered funds to be appropriations involving er~
charged to confidential allote roneous paymenits made from

~ " ments, ' confidential allotments.

Contra to Account 106. Contra to Account 152.9.
Posting Media: Register of Cash Post Media: Voucher and
Disbursements supported by Voucher Schedule of Withdrawals and
and Schedule of Payments (SF-1166). Credits (SF-1081-Revised) or
- Bill for Collectiecns (Form
) 16. Amounts of advances to other No. 34-21),

-’ - Governmental agencies in connection -
with wnvouchered funds activities 21. Amounts of collections per=~
scheduled by the Fiscal Division to taining to confidential Punds
the disbursing officer for payment that are received by the

_ from vouchered funds. Fiscal Division to be credited

- : ‘ to confidential allotments.

Contra to Account 106.

Contra to Account 106. .
Posting Media: Register of Cash ‘
Disbursements supported by Voucher Post Media: Register of
and Schedule of Payments (SF~1166) Cash Receipts supported by
or Voucher and Schedule of With- . Certificates of Deposit
drawals and Credits (SF-1081- {sF~209).
Revised}. , .

< SECRET
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other Governmental agencies
from advances made and recorded
in Account 146.4 by the Fisecal
Division that are to be charged
to confidential sllotments.

Contra to Account 146.4,

Posting Media: Journal Voucher
(SF-1017-G-Revised) supported by

monthly or other statements sub~

mitted by agency to which the
advance was made.

e

SECRET

A-RDP78-05244A000100020001-4

ATTACHMENT=C to
Comptroller Notice No. 13~55

17. Amounts of costs incurred by 85, Amount of checks pertaining

to confidential funds that

are scheduled to the dig-
bursing officer by the Fiscal
Division for cancellation,

to be credited to confidentinl
allotments.

Contra to Account 106.
Posting Media: Schedule of

Cancelled Checks (SF 1098-
Reviged).

Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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-
2 June 1955
BUbGET 1]
FINAKCE - 11
PAS = 12
TAS = 12
COMPTROLLER NOTICE NO, 12-55 FiseAL - g |
. . MRD e 9
SUBJECT: G@General - Finance Division Chart of Accounts
-  Specific - New Accounts Nos. 250 - Deferred Debits -
Undistributed Charges and 354 - Deferred
Credits - Refunds from Military Steff Agents
- 1. There are attached (Attachments “A" and "B") two new general

ledger accounts that are authorized to be used to record trans-
actions that are required to be held in a deferred category pending
the receipt of additional information in order to determine th
aypropriate disposition. ‘

2. Coples of this Notice should be provided to each holder of
the Manual of General Ledger Accounts - Finance Division, and
hdd the attachments should be inserted in the manusl pending issuance

of revised pages,

25X1A

- Deputy Comptroller
ATTACHMENTS -2 |
”-A“ md GﬂBW
~- SECRET
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~ SECRET
ATTACEMENT "A" %o
Comptroller Notice No. 2 -y~
ANCE DIVISION CHART OF ACCOUNTS
Account No, 250 = Deferred Debits =~ Undistributed Charges
{ | This debit balance account shall represent undistributed
i cherges that camnot be sufficiently identified to the specific
allotment and expense accounts and are held in guspense pending
the detérmination as to appropriate disposition.
Subsidiary accounts shall be maintained by name of payee,
- invoice number, etc. as may be reguired in order to facilitate
in the distribution to the appropriate sccounte.
Any amounts remaining in this account beyond ninety (90)
days shall be reported on a separate schedule attached to ‘the
-’ monthly financial etetements with an explanstion as to the
reasons why each such item cannot be distributed to the sppropri=-
ate accounts,
e
A4 SECRET
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SECRET

12 ¥Vay 1955

BUDGET - 10

FISCAL - 8

PAS - 11

™ms - 11
COMPIROLLER HOTICE HO. 11-556

SUBJECT: Gemeral - Obligatien end Expenditure of Funds

Bpecific ~ Requirements for Recording Obligations
Under the Provisions of Section 1311 of
Public law 663, 83rd Congress’

1, Section 1311 of Public Iaw 663, 83rd Congress, Approved
26 August 195k, provides in part specific requirements for
recording obligations as follows:

"a. After the date of enactment herecf no amount shall
be recarded as an obligation of the Government of
the United States unleas it is supported by docu~
mentary evidence of «~

(1) A winding sgreement in writing between the
rarties thereto, iscluding Government agencies,
in & mammer and forn and for a purpose authorized
by law, executed before the expiration of dhe
period of availability far cbligation of the ap~
propriation ar fund concerned for specific goods
to be delivered, real property to be purchased
& leased, or work or services to be performed;
or

(2) A valid loan agreement, showing the amownt of the
- . lomn to be made and the terms of repayment there-
of; ar

(3) An order required by law to be placed with a
- . Governmeni agency; or

() an 'o‘rd.e;." isi;med. pwsuwant to s law suthorizing pur-
chases without advertising when necessitated by

BECRET
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SECRET

public exigency cr for perishable subsistence
supplies or within specific monetary limita~
tiona; or

(5) A grant ar subsidy paysble (i) from appropria-
tions made for payment of or contributions
toward, sums required to be paid in specific
amounts fixed by law or in accord with formulae
prescribed by law, or (ii) pursuant to agree-
ment authorized by, or plans approved in accord
with and authorized by law; or

(6) A 1iability which my result from pending litie
- . gation brought under authority of law; or

(7) Employment or services of persons or expenses
- of travel in accord with lav, and services per=
farmed by public utilities; ar

(8) Any other legal 1liability of the United States
. . &gainst an appropriation cr fund legally awail-
able therefor.” _

period except for liquidation of amounts obligated in
sccord with subsection (a) hereof; but no such Appro=~
pristion or fund shall remsin available for expenditure
for any period beyond that otherwise muthorized by law,"

2, The Fiscal Division should wonptly review its obligation o=

cedwes and ractices to determine that the requirements of Section
1311 are fully complied with in the recarding of obligations.

25X1A

8ECRET

)
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9 May 1955

COMPTROLLER NOTICE NO. 9-55 TAS

SUBJECT: GENERAL - Advences to Other U. S. Government Agencies
BPECIFIC - Accounting for

1. PURPOSE

The purpose of this Notice is to outline the procedures
that are to be followed in accounting for advances to other
Us 8. Qovernment agencies pending the issuance of detailed
operating procedures relating to the general subject.

A rroposed regulation, which sets forth the basic fTiscal
documentary requirements relating to activities involving the
advance of funds to other U. S. Government agencies, hes been
tranamitted to the Regulations Control Staff for concurrence,
authentication, and publication. This regulation prescribes
that the Office of the Comptroller shall be furnished with
documentation evidencing each such agreement or arrangement
with other Government agencies, setting forth, in addition to
operating provisions, the specific financial provisions as to
this Agency's responsibilities » the funding arrangements, the
requirements for interim and final accountings to liguidate
the advance, and indication of the allotment to be charged.

3. PROCEDURES

a. bl ing Obligations

(1) The document evidencing each agreement ar arrangement
with other U. S.. Government agencies shall be obli-
gated either for the total dollar walue indicated or »
in cases where contractual document provides for the

SECRET
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SECRET

issuance of work orders or requisitioms, each indi-
vidual work order or the requisition shall be the
basis for the establishment of the cbligation. At~
the end of each fiscal year, except in specisl cir-
cumstances as referred to below, the amount estab-~
lished as obligations shall be adjusted to the amount
actually obligated by the advencee Agency during the
fiscal yesr to which the adwvance is applicable, in
conformance with the limitation set forth in Section
1210 of the General Appropriation Act of 1951. (See
subperagraph 3e, below-)

(2) Obligations representing work orders or requisitions
outstanding at the end of a fiscal year which for
operational or security reasons appear to require
special or exceptional handling should not be adjusted
based on the repart from the other agency as to pur~ -
chase orders issued but should be referred to the Comp-
troller for consideration and determination as to the
special treatment to be mede of such obligations.

econrd the A ces

All advances of funds to other U. S. Government agencies
ghall be recorded as assets in the accounts of the Finance
or Fiscal Diviasion, as appropriate.

Liguidation of the Advences

The advance accounts shall be liguidated on the basis of
certified statements or invoices, accountings, end refunds
of casho .

Sched’ f Qutgtending Advances |

As of the close of businese of each calendar quarter, a
schedule setting forth the following information shall be
prepared and mede & part of the regular financial state-
ments prepared by the Finance and Fiscal Divisions:

Name of Date of Contract Date of Balance of Advance
Agency or Agreement = Last Report Outstanding

SECRET
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(1) In those instances vhere the contract ar agreement

does not provide that a periodic report covering

the advance account be submitted; it shall be the

responsibility of the Finance or Piscal Division,

as applicable, in collsbaration with the individuals

designated as liaison with respect to the particular
-~ contracts or agreements to request statements of the

unliquidated and unobligated balance of each advance
as shown by the records of the other U. S. Government
sagencies at the end of each fiscal year. The state=~
ments from the other sgencies should be forwerded to
the attention of the Assistant Comptroller.

(8) The Finance or Fiscal Division, as applicable, shall
~ determine, from the statements submitted by the other
agencies, the amount of the advance vhich has not
been obligated by the other agency and shall make the
appropriate adjustments to the obligation accounts.
—
Deputy Comptroller
SECRET
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22 April 1955
BUDGET

- 7
FINANCE ~ 8
FISCAL =« 5
PAS ~ 8
TAS -~ 8

COHPIROLLER NOTICE NO. 8f55

SUBJFCT: GENERAL - Revision No. 1 -~ Manual of General Ledger
Accounts for Fiscal Division

SPECIFIC ~ New General ledger Account No. 355 - "No
Year" Funds Advanced by Other Governmental
Agencies

1. The Agency has received an sdvance of funds from another
governnental agency from a "No Year" appropriation. To pro-
perly account for the "No Year" funds, it is necessary to cs-
tablish new Account No. 355 in the Manual of General Ledger
Accounts for the Fiscal Division. Detailed accounting proce~
dures for guch advances are set forth in Couptroller's Instruc-
tion No. 9, dated 22 April 1955. '

2a There is attached a new page 23A providing the description
of this new account which is to be inserted in the present Manual
of General Ledger Accounts for the Fiscal Division, Copies of
this HNotlce should be provided to each holder of this manusl.

25X1A

Deputy Comptroller

ATTACHMSN -1

SECRET
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o | . ATPACTITT-1 %o
/ - - - Compbrcller uOthC fio. 8«55

355 « Deferre Ck cdits = Mio Yesr" Funds sdvanced by Other
. Governnmental Agencies ’

- Mis credit balance (suspense) accou:ﬂt r“ﬂrc.,butﬂ "o
| o Yeer" funds a vancea to CIA by cthm govcr.‘ wental agcncics..

b ﬁ ) ‘ Allocauicr.f of the auounts in ’ch.is account: *'1.1'!. be m.é.c
! e ; : ‘ I

"ty

ba.scd unc: slletnents issu.crl z;erﬁaining to the "ho Yea.r
’ : 1

funds.  Sileidiary accounts SRR e e,l;ablisheé’. i‘or cach

s

| § P r . l‘ s Co LI e : .'. ‘
io Year" advanco Do other puvernmental e cenlCs.

Pt e

d ' Debid ‘bhis acceunb witi: Cocdit this accou:b wilis

‘A;.:omﬁ cf allow ks issucd .mow 9+ C—f "Ho Year" i‘z:.nls(: de-
Pertai.z‘aizzg .’-c.o the funde ?{:c{::?.tc:c to the credit o{‘ the
, _ .é«ﬂvanced.‘ . Ancaanr ;?cr:.‘n.j.fl«t;?.‘:1;r; een u"ccucr*s
| U | : :'_-adi;cz , chBor vy .,;caF, agencies.
‘ = | Contre to Accowt He. 650.5 Cc-ntr;'é. toﬁcccmﬁ Yo. 106.X
: . . |
U Pog‘cﬁmr, lledie: Jownal Voucher Pogh ir;r, 'ed Register of Cash

(3r-1017 G, Revised) <'ubpc::"s:c:a Rcc ipts supported 'by Cérti-
by Allotmen‘a Ao.v ices or By neLo= fica.te of D._posi‘b » (SF~2C9).»
ranc.um from Chief Budget D..v:asion‘. ' |

3

‘Prescribed 22 April 1955

N /{) i - * :
u Revision No. 1 ‘

\ ' SECRET
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DUDGET

FITAICE =

| - FISCAL
| ~ - PAS
S COMPTROLLER HOTICH 0. T=55 Do

¢

6
T
.k
T
T
L

R

' SUBJECT: GEHERAL - Manual of General Ledger Accounts -
Finance Division

SPECIFIC -~ Accountbing Treatusut for Funde Receivoed
Tich Rc,")resenu Miscellaneous Recelnts and
j . Reirbursenents to Appropriations

1. e Finance Divisicon and field ingtallations fronm tire Lo
vine receive funds fvom various sowrces which are fov {ro 'i:.-
zent within the Agencyfs systen of accounts as: (&) zefuand
(») reivmurscuents to appropriations, or (c) as mis CC.l.Laz_t.,ud“
i recelipts for depesit in the U. 8, Treaswry. These fuwls, for
. the nest pard, represcnt rebturns to the Agency resulting fron
T project activities and ovher operations, and from the disposie-
' lcin of proper®y. Whenever the Agency receives such funds, it
. . s deered agpropviate that proper recognltion bhe given to then
b in the systen of cost accouats to the oxbtent that this is practi-
calle, identificd by the velated project or other ceost accown
4 afiectod,

X

ol i3

e In view of the foregoing, reconsideration has heen given
e accounting treatient prescribed Tor wsc by the Finance
Livislon in councetion with the recording of the subject types
of o *sac »3.0 19 aad the following changes are hereby prescribed

T ~\
NI .
&

ax weyr Accounts

o 353 = Deferred Credits = Accrued Interest Barned ot
g g Collected

No. 40l = Funde Transmitted to Fiscel Division FTor Depcsit

Hoa 635 = Current Costs ~ Otiew "wusense Cuolits

D Revised Account

No. 630 = Current Costs = Fxpense Crec
Property to Proprietery E‘a‘o;ﬁ:;:cts

Cu Deleted Accounts

Yo" Nos 490 = Funds Returned to U, S. Tresswry ~ Debit

LR LV L
*

Y
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No, 650.1 = Current Income - Miscellsneous Receipts

Nos 650.3 = Current Income =~ Accrued Interest Esrned
Not Collected '

Hoe 650.9 = Current Income = Proceeds from Sales of
Automobiles

Descriptions of the new and revised accounts listed above are
attached, .

3« Inasmuch as all collections that represent miscellsneous
receipts or reimbursements to appropriations received by the
Finance Division are to be transmitted to the Fiscal Division
for deposit, all collections other than those that can be im=
mediately identified for recording as refunds should be recorded
by the Pinance Division as credits to the appliceble deferred
credits accounts. Upon determination of the type of funds ine-
volved, the amounts credited to the deferred credit sccounts
will be either (a) recorded as a refund, or (b) trensmitted to
the Fiscal Pivision for deposit by it as & reimbursement to the
eppropriation or as miscellaneocus receipts. Amounts to be re=
coried as refunds ~rill be credited to Account No. 600.1 = Ciup=
rent Costs = Direct Allotment, end identified with the Appro-
priate cost symbol originally charged. Those amounts which
are for recording as reimbursements to appropriations or mis-
tellaneous receipts will be transmitted to the Fiscal Division
and recorded by Cebiting Account No. 491 and crediting the appli-
cable cash account; concurrently the amownt involved will be
credited to Account No. 630 -~ Current Costs - Expense Credits
from Sales of Property to Proprietary Projects or No. 635 - Cure~
rent Costs = Other Expense Credits, as applicable ; and appro-
priate identification will be made to the specific project or
other cost account originally charged. Whenever the Finance
Division receives miscellaneous receipts or reimbursements to
appropriations which cannot be identified to e specific project
or other cost account originally costed, a cost symbol 9999«00=-
000 will be utilized by the Finance Division as the subsidiary
cost aymbol to Account No. 635.

4, In view of the foregoing revised accounting treatment to

be accorded miscellaneous receipts received by the Finance Divi-
slon, the current balances in AccountgNos. 490 and 650,1 should
be itransferred at this time to Account No, 450. Also, the balance
of Account No. 650,3 should be transferred to new Account No. 353,

5. Under the foregoing accounting treatment to be accorded reime
bursements and miscellaneous receipts, monieg received by the

Approved For Release 2000/04/14 3 CIA-RDP78=2%244A000100020001-4
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Agency representing returns under tri=partite sgreements
with other countries shall be recorded as miscellaneous
receipts.

6.  The accounting treatment prescribed for reimbursenents

to appropriations also should be ac s returned to 25X1A
the Agency under the W arrangements

for which a specific accounting treatment was reviously

set forth in a memorandum from the Deputy Comptroller to the

Deputy Chief, Finance Division, @ated 22 June 1953, Subject:
Military lovee ' se Agencies After Assigne 25X1A
ment Under Plans. The trestment

set farth in the memorendum of 22 June 1953 vhereby such

funds would be recorded as refunds has been the source of

some difficulty with respect to amounts reported on allotment

status reports. The treatment of such collections as reime
bursements to appropristions will obviate any augmentation of

the individual allotments affected which would occur if the -
emounts received were credited directly to the related allote

ment accounts and, at the same time, retain the amounts re-

ceived as available for Purther utilization by the Agggcy,
In this connection, amounts credited to Account No. ol
end identified to symbol No. 5-6307=10-000 for the Fiscal Year
1955 should be reversed at this date and credited to Account
Noe 350. Appropriate action should then be tsken to identify

the amounts involved with the original cost symbol char in 5X1A
connection with the respective 2
transaction. The amounts involVEn n ensnitted to

the Fiscal Division and recorded by the Finance Division in
accordance with the procedure for recarding reimbursements to
approprietions set forth in this NHotice.

T+ Under Comptroller Notice U<55 » dated 2 March 1955, two
nev accounts were establiched for recording proceeds from
sales of personal property pending determination as to appro=
priate disposition as between (a) miscellaneous receipts, or
(v) reinmbursements to appropriations in cases where identifi-
cation with individual. replacement transactions is possible,
The procedure prescribed in this Notice relative o the use

of Accounts Nos. 491 and 635 srill apply to transactions covered
by Comptroller Notice Noo 4«55,

=a3=
SECRET

i

Approved For Release 2000/04/14 : CIA-RDP78-05244A0001000“20001‘-4



. ;App'roved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4

SECRET

8., Copies of this Notice should be provided to each holder
of the “"Manual of General Ledger Accounts - Finance Division"
and the new and revised account descriptione should be in-
serted in the manuals pending issuance of the revised pages.
The accounts identified as "deleted” in this Notice should
be deleted from the manual by pen and ink

25X1A

ATTACHMENTS - 4
A,B,C&MB

f,f"

.
BECRET
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. This is a credit balance (nominal) account maintained ®o
show the value of property scquired under an allotment
authority other than a proprietary allotment authority
nﬁ nﬂuuquenﬂy transferred (sold) to & proprietary pro-

Contra debit to this sccount will be to Account -
152.1 = Due From Proprietary Projects = ar to an appro-
priate cash account, as spplicable., This sccount will
be debited with the balance in the account at the close
of esch fiscal year (cmtra credit to Account No. 450).

Note: Each entry will indicate the aml le cost code
(a.llmm: symbol) for the proprie involved.

SECRET
Approved For Release 2000/04/14 : CIA-RDP78-05244A000100020001-4
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AT ::;.!f.sg;-,\ to
COMPIROLLER NOTICE NO. ?“55

This 4s & credit balance (nominal) sccownt maintained to
show the recovery of funds from operaticnsl activities
which are classified for deposit by the Fiscal Division
_ either as (1) Miscellaneow Receipts, or (2) Reimburse-
et pent to the Appropriation. This account will be debited
with the balance in the account at the close of the fis-~
cal yesr (contra credit to Account No. 450).

-’ Note: Each enmtry will indicate the spplicable cost code
(allotment symbol) for the activity invelved vhen-
ever possible, Funds recelved which cannot be
identified to & specific eperational sctivity will
be recorded by using cost symbol 9999-00-000.

SECRET
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This is a debit balance (nominel) sccount maintained to -
#show the amount of miscellaneous receipts and reimburse-
~ ments to appropriations transmitted to Fiscal Division
for deposit. Contra entry to debits made to this account
will be to the applicable cash sccount. This account
will be credited with the balance in the sccount st the
close of the fiscal yesr (centra to Account No. 450).

8ECRET
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COMPTROLIER NOTICE NO. 7T-55

ATTACEMERT "D" to

353 = Deferred Credits - Accrued Interest Earned Not
Gollected

This i3 a credit balance account maintained to

show the

smount of interest earned, net yet collected »_On invest-

ments in securities recorded in Account No. 185,
to Accoumt

account will be credited with amounts debited

This

debited to this account and credited to Account Ro. 187
wntil the premivy, if any, on the related block of ge~
cwrities has been liquidated; thereafter s Such interest
~.8hall be credited to Account No, 635 and treated as mis-
-¢ellanecus receipts. Sufficient subsidiary deteil shall
be maintained to readily analyze the compositien of the

balance in this accownt.

BECRET
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@ W L April 1955

BUDGET = 5
FINANCE -~ 6
PAS -6
TAS - 6
mRp» ~

COMPTIROLLER NOTICE NO. 6-55

SUBJECT: GENERAL - Manual of General Ledger Accounts =
Finance Division
SPECIFIC = (a) New General Ledger Account Noe. 303.3,
Accounts Payable = Property = Oubstanding
More Than One Year
(b) Revised General Ledger Account No. 303.2,
Accounts Payable ~ Property - Current

1. New General Ledger account No. 303.3, Accounts Payable =
Property - Outstanding More Than One Year =~ is authorized for use
by the Finance Division and account Noe. 303.2, Accounts Payable =

Property ~ Current = has been appropriately revised in conformance

thexrewith. Account No. 303.3 is established for the purpose of -
permitting the segregration of oubstanding Agency accounts payable
for property into two accownts so that e stronger policing and
follow~up action can be administered with respect to those items
which have remained oubstending more than one year. Likewise,
Account 303.3 provides for the trensfer to Account No. 450, "In-
vested and Donated Capital® at the close of each fiscal year of
accounts payable which have remained outstanding three calendar
years or more and for which billings have not been received by the

Agency.

2. Attachment "A" to this Notice provides the description for
revised account No. 303.2 and Attachment "B" provides the descrip=-
tion for new account No. 303.3« These accounts will be included
in the next revision of the Manual of General Ledger Accounts =
Finance Division.

3n This Notice answers the memorendum deted 1 March 1955 from
Chief, Finance Division. Copies hereof should be provided to each
holder of the Manual of General Ledger Accounts = Finance Division
and the new and revlsed account descriptions should be inserted in
the manuals pending issuance of revised pages.

25X1A

ATTACHMENTS =2
A and B '
ECRET

S
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ATTACHMENT "A" ‘o
Comptroller Notice Noe (, -s¢

Account No. 303.2 =~ Accounts Payable = Property -~ Current

This is a credit balance account representing accounts payable
outstanding one year or less to vendors and suppliers created
through receipt of material and equipment for which payment
has not been made effected. Credits to this account will be
besed on evidence of receipt of material and equipuent placed
in stores. Debits to this account will be made (1) at the
time invoices or bllls are processed for payment or for credit
to Account Ho. 146.2 where advénce prayment has been made, énd
(2) upon transfer of items to account No. 303.3 where they

have remained cutstanding more than one year.

Revised April 1955

SECRET
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ATTACHMENT “B" to
Comptroller Notice Noe (5 ~&§~

Account No. 303e3 = Acgou.nts Payable = Property -
Outstandi% More M.\One Year

This 1s a credit balance account representing a.céounts payable
outstanding for more than one yeer to vemdors and suppliers
'sv | created through receipt of material and equipment for which
payment has not been effecteds Credits to this a.céount will
be based upon jouwrnal vouchers transferring accounts payable
iltems outstanding more than one year from Account No. 303-2;
Debits to this account will be made (1) at the time invoices
or bills are processed for payment or (2) at the close of
each fiscal year upon transier of items to Account No. 450
which have been outstanding for three calendar years or more
~and for which billings have not been received by the Agency.
Invoices or bills received subsequent to @he transfer of items
| to Account No. 450 will be reinstated in this account prior

) - %0 processing the payment. .
Esteblished April 1955

SECRET

-
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2 March 1955
BUDGET « L
FINANCE ~ 5
FISCAL =~ 3
- MRD - L
COMPTROLLER NOTICE No. 5-55 PAS “ 5
TAS -5

SUBJECT: GENERAL ~ Announcement of Assignment to
Key Position

sPECIFIC ~ [ 2scicned to

Technical Accounting Staff

Effective 28 February 1955, || GG -

assumed a position on the Technical Accounting Staff
of this Office and will serve as acting chief of the
Staff in the absence of the Chief, or when the Chief

of the Staff is otherwise unavailable.

Eoo Ry 3AUNDERS
Comptroller

SECRET
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2 March 1955

FINANCE - L

. PAS "
CCOMPTROLLER NOTICE NO. L4-55 TAS - L

SUBJECT: GENFRAL: Tinance Division Chart of Accounts

SPECIFIC: New Account No. 351 ~ Deferred Credits -
Proceeds From Sales of Motor Vehicles
New Account No. 352 -~ Deferred Credits -~
Proceeds From Sales of Personal Property
Other Than Motor Vehicles [
, , (“.:/ ' H 2
1. PURPOSE ",?.z i 7

There are attached herewith (attachments A and B) two new
general ledger accounts that are suthorized to be used to record
proceeds of sales of ltems of personal property pending determina-~
tion as to appropriaste disposition as between miscellaneous receipts
or identification with individual replacement transactions.

2. AGENCY REGULATION

A proposed Regulation M containing Agency policies and
procedures governing the application of the proceeds of sales of
personal property toward the purchase of similar replacement items
has been transmitted to the Regulations Control Staff for concur-
rence, authentication and publication.

3. OPCRATING PROCEDURE

When the Agency Regulation, as referred to above, is issued,
detailed operating procedures covering the complete activity with
respect to replacement transactions will be released. In the interim,
the proceeds of sales which were to have been recorded in Account No,
350 ~ Deferred Credits - pursuant to memorandum of 9 July 1954 from
the Deputy Comptroller to Chief, Finance Division, shall be recorded
in the appropriate accounts provided by this notice; also collections
currently effected shall be recorded to these accounts.

f

The new accounts prescribed by this notice will be included in
the chart of accounts when it is next revised.

25X1A

ATTACHMENTS -2

Deputy Couptroller
Approved For Release 2000/04/14 : CIA-RDP#885244A000100020001-4
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- , ATTACHMENT A
' ' ' to
Comptroller Notice No. k4«55

NEW GENERAL LEDGER ACCOUNT - FINANCE DIVISION CHART OF ACCOUNTS

Account No. 351 - Deferred Credits - Proceeds From Sales of
Motor Vehicles
- This credit balance account shall represent the amount of funds
recelved from sales of motor vehicles which have not been fully

ldentified with individual replacement transactions and are

\
therefore held in suspense,
These funds, in accordance with Public Law 600, Section 8, dated
2 August 1946, may be used toward the purchése of replacements
— provided the transactions indicating replacements are évidenced
in writing. GAO Accounting System Memorandum No. 23 prescribes
that such funds mey be available for obligation for the purchase
of similar replacement items during the fiscal year in which the
A sale is made and for one fiscal year thereafter.
A subsidiary record shall be maintained for each amount credited
_ to this account reflecting the date of collection, a description
- '
of the motor vehicle, and the amount of the proceeds collected.
SECRET
h‘b—' ,
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“~ ATTACHMENT B

(oermnt

Comptroller Notlce No. 4=55
NEW GENEFRAL IEDGER/l- FINANCE DIVISION CHART QF ACCOUNTS

Account No. 352 «~ Deferred Credits -~ Proceeds From Sales of Personal
Property Other Than Motor VEhicles
A d This credit balance account shall represent the amount of funds
received from sales of personal property other than motor
vehicles which have not been fully identified to the individual

replacement transaction and are therefore held in suspense.

These funds, in accordance with Public Law 600, Section 8, dated
2 August 1946, may be used toward the purchase of replacements
) provided the transactlons indlicating replecements are evidenced
| in writing. GAO Accounting System Memorandum No. 23; Revised,
: qated 19‘June 1953, prescribes that such funds may be available
for obligation for the purchase of similar replacement items
N’ during the fiscal year in which the sale is made and for one

fiscal year thereafter.

A subsidiary record shall be maintained for each amount credited
to this account reflecting the date of collection, a description

of the item, and the amount of the proceeds collected.

SECRET
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B ‘ 4 2 March 1955
e / // ]

1;5 BUDGET

FINANCE

COMPTROLLER NOTICE NC., 3-55 FISCAL

MRD -

PAS

FOR DISTRIBUTION TO: All Employees of the ; TAS

Office of the Comptroller

[

Www NDww

SUBJECT: GENERAL: Incentive Awvards Program

~—’ SPECIFIC: Employee Suggestions
25X1A°

REFERENCE :  CIA Regulationjii

1. I should like to urge each of you to participate in the Agency Incen~
tive Awards Program by submitting eny suggestions or ideas you may have for
new or improved techniques and methods which will result in greater effi-~
cency or savings to the Agency. It has been noted that some employees have
refrained from submitting suggestions for improvements in various detailled
work procesges because of the mistaken impression that only ideas and sug-
gestions of broad scope or of a profound, revolutionary, or novel character
will be considered under the Incentive Awards Program. Actually, any

' employee can submit any suggestion on any subject at any time and the Agency
is particularly desirous of receiving suggestions for improvements in its
detailed procedures and processes.

2, There is attached hereto an "Employees' Suggestion Form". It is sug-
gested that you use this form to svbmit to the Incentive Awards Committee
any ideas or suggestions you may have for:

) a. - Blimination of unnecessary coples of correspondence, forms, and
o - documents.
b. Improvement in any exlsting process or procedure.
¢. Revision in or elimination of an existing form, or reduction in
the size of a form to effect savings in paper.
d. Better utilization of machines, space, and facilities.
|\ ' €. Elinination of duplicate work processes.
f. Better utilization of manpower on specific work assignments.
g Reduction in the time required to process a particular transaction.
h. Improvement in the routing of documents, follow-ups on delinquent
transactions, ete.

3. You may be assured that any ideas or suggestlons you submit to the

Incentive Awards Committee on the above or any other subjects will be care-~
fully evaluated in terms of their usefulness to the Agency as a whole.

L— ATTACHMENT -1 Comptroller
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EMPLOYEES! SUGGEST|ON FORM [OR COMITIEE UsE
. . DP78_05244A0 - SUGGESTION NO.
se 2000/04/14 : CIA-R (Sabnit it ‘duplicates
FOR EMPLOYEE USE ONLY
NAME OF EMPLOYEE (Last, First, Middle Initial) TELEPHONE
BUILDING ROOM
3 .
OFFICE, DIVISION POSITION GRADE
I TO WHOM IT MAY CONCERN :

The use by the United States of this suggestion shall not form the
basis of further claim of any nature upon the United States, by me, my
heirs, or assigns.

0aTE : ’ SIGNATURE OF SUGGESTER

[THIS PORTION OF FORM WILL BE /‘ CHED PRIOR TO REFERRAL FOR EVALUATION]

B e e ot T T T T T Tt T m s e e e e A B S
- DESCRIPTION OF SUGGESTION SUGGESTION NO.
(‘\ (Attach additional sheets if necessary)
Y x‘\
e o ' [TJ conTinuen on REvERsE sioe

FORM NO. (EPLACES 37-164 !

(47)

1 0CT ‘54 T WHiCH MAY BE usEp.

Suggestion Acknowledgement

TITLE OR SUBJECT
OF SUGGEST!ON

THANK YOU FoOR YOUR SUGGESTION, IT HAS BEEN ASSIGNED No. . IT WILL BE GIVEN
CAREFUL CONSIDERATION AND YOU WILL BE ADVISED PROMPTLY OF THE ACTION TAKEN. YOUR INTEREST
IN IMPROVING THE OPERATIONS OF THE AGENCY IS COMMENDABLE AND VERY MUCH APPRECIATED,

To: EXECUTIVE SECRETARY, [NCENTIVE AWARDS COMMITTEE

: . PLEASE PRINT YvOU ME, ROOM NUMBER, AND
Approved For Release 2000/04/14 : CI\-RIB-05244A00010002G083: ;" ¢ 7"




{NCENTIVE AWARDS COMMI TTEE PROCESSING MR e e
‘ - Approved "DATE atchaibin REFERRAL NOTES. ON EVALUAT |ON ]

ACT 10N —
To DATE FW'D |DATE RET*D REMARKS
(1)
RECEIVED
.
| L. -
‘ (2) :
ACKNOWLEDGED )
. (3) R ——
INITIAL REFERRAL
CONSIDERED
W
BY COMMITTEE SUMMARY OF AWARD
‘[ Jaccerren NATURE AMOUNT DATE
[ resecren : RECOMMENDED FOR PAYMENT OF IN{TIAL AWARD
" SUGGESTER NOTIF |ED RECOMMENDED FOR CONSIDERATION FOR ADDITIONAL AWARD )
PAYMENT OF ADDITIONAL AWARD .

REMARKS:

WHY """~ AT

b e f R Any suggestioncontaining aconstru
Sgbmnssmn of a suggestion which is tive ideafor improvement which wou

? opted may result fn Agency awards be of benefit to the Agency and its N
rom $J;£° to fi35'000:th Awards ]frorp employees, such as increased effi— .
$g'090-1° $25,000 with approva 3 ciency; improvement of operations,
g‘tQIVI Ser\{(ljce Qonmlssmdn. In ad- working conditions and morale; con

! 1?2& Pres_[ ential awards may be servation of property; or effecting
granted. savings of time, space, orequipment.

WHO All.civilian employees are eligible for monetary awards,

10W.

submit suggestions -on' this form in

'dup]icat]e to ex%edite dprocessing. WHERE

State clearly and in detal your . i _
suggestion, nd icate‘advanta es and gg??f;oﬁuggesgilﬁgcstlgh r?ggzhgog;egﬁ—
Rractical means of implementat ion. tive ‘Secretary, Incentive Awards

Attach sketches and diagrams when T
{200l Ll : CIA- - £00100020001-4
potentia) ARPTANGU EOF REIBKEE2000/04/14 : CIA-RDP78-68244A
form for each suggestion.
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10 January 1955

H

 BUDGET

FINANCE

MRD
COMPTROLLER NOTICE NO. 255 PAS

TAS

LI S B A |
RPN

\ SUBJECT: GENERAL - Survey by the General Mark Clark Task Force
~ SPECIFIC =~ Disclosure of Covert Operations
1. There is attached for your information and guidance
a copy of a memorandum from the Deputy Director (Adminis-~
tration), dated 6 January 1955, relative to the briefing
of the General Mark Clark Task Force. '
2. It should be noted tha‘b the "need=-to=know" principle
bt is being followed in these briefings, which means that
the details of covert operations ere to be revealed only
to General Clark and Colonel Lane,
3+« All concerned should take due notice of the guide
rules set forth in parsgraph 3 of the DD/A's menmorandumn.
These suggested guide rules should be adhered to at all

times during the survey.

25X1A

E. R, SAUNDERS
Comptroller

ATTACHMENT

B SECRET
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SECRET ER: 6-48h2
6 Januery 1955

MEMCORANDUM FOR: General Counsel
Director of Security
Auditer=in-Chief
Comptroller
Chief, Logistics Office
Chief, Medical Staff
Chief, Management Staff
Chief, Project Adminlstrative Planning Staff

SUBJECT ! General Mark Clark Task Force

1. The "Need to Know" principle applicable to subject Task
Force In its review of CIA is that the details of covert operations
wlll be revealed only to designated menbers of the Cormittee and
Staff. These individuals are General Clark and Colonel lane.
Accordingly, Colonel lane is the only Staff member who has had
access to the DD/P area.

2. Examination of the DD/A area, however, is being done
collectively by Colonel Iane, Colonel Miller and Mr. McGruder.
While 1t 1s not possible to make a clear cul distinction between
"overt" and "covert" in the DD/A ares, it is necessary to apply
the above principle, in so far as possible, in presenting briefings,
in answering questions; in furnishing illustrative examples of
problems and accomplishments, and in permitting the examination
of records and materiel.

3. It is important that these precautions be applied with
regson in order not to dbscure the scope and complexity of the
functions of the DD/A components as well as to insure that Colonel
Miller and Mr. McGruder receive all of the information they need
to properly perform their dutles with respect to activities other
than those of & covert nature. The following guide rules are
suggested:

a. Do not disclose the identities of individusls, organi-
zations or corporstions involved in the conduct or support of
covert operatlions. :

be Do not identify the names of sensitive proJects, their
specific objectives or the countries in which conducted.

¢. Do not demonstrate highly classified items of “special"
equipment or materiel used in support of covert operations.

Approved For Release 2000/04/14 : CIA-RSD%7%-ORSZE?4TAOOO100020001-4
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- SECRET

d. When essential or desirable to factually illustrate
problems and covert support techniques, do so with abstract
examples.

e. If questions are asked or if records are called for
which cannot be glven without violatlon of these principles,
Colonel Miller, Colonel Lane, and Mr. McGruder will all under-
stend that we are permitted to go into these detalls without
restriction with Colonel Lane only.

A\ 4
- /s/
L. K. WHITE
Deputy Director
(Administration)
-
SECRET
2-
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V«;—’ 4‘.5/ /7 C AN 6 -G

10 January 1955 i

FISCAL =1

COMPTROLIFR NOTICE NO, 1=55 . MRD - 1

. ' PAS w 1
- TAS - 1

SUBJECT: GENERAL - Survey by the General Mark Claryk Task Force

SPEGTFIC - Time Schedule

i 1. For plenning purposes, the schedule for the review of the
' activities of the organizational components of the Office of
the Comptroller by the General Mark Clark Task Force has heen
established as follows:

14 Janvary 1955
1k Januasry 1955

Office of the Comptroller .
Program Anslysls Staff. . .
Technical Accounting Staff.
L ' Budget Division » « ¢ o ¢ o
¢ Machine Records Division. .
Fiscal Division ¢ o o o » o
Finance DiViSionc ‘e @ o ®
Finance Divisione. ¢ « ¢ o «

= 1 poms tO 3 Pollie
« 3 p.m. to 4 p.m.
17 Januery 1955 =< 9 a.m. to 1l a.m.
17 January 1955 = 11 a.m. to 4 p.m.
18 Jsnuary 1955 « 9 a.m. to 12 noon
18 January 1955 = 1 pem. to 4 p.m.
19 January 1955 = 9 a.m. to 4 pom.
20 Januery 1955 = 9 e.m. to 12 noon

9 & & & & & &8 o

¢ 6 & © & 8 o 8

2 Tt should be realized that the above schedule is subject to
change depending on the desires of the menbers of the Task Force
. . and other circumstances.

3. It is requested that everyone be prepared to brief the
members of the Task Force regerding their activities, duties,
and responsibilities. The only limitations that have been es-~

- tablished are those relating to the disclosing of the details
of covert operations. The members of the Task Force will under-
gtand that we are permitted to disclose details of covert opera-
tions with General Clark and Colonel Lane only. (see Comptroller's
Notice No. 2-55 for more informetion on this sub ject.)

25X1A

E. R. SAUNDERS
Comptroller

SECRET
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